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The Administration Environment

The Administration environment of AgLearn provides administrators with the ability to
track the range of information needed to manage USDA learning programs
effectively. This section provides an overview of the Administration environment,
examples of common screen types, and job aids for referencing menu options and
universal controls (i.e., common buttons, links, and icons) descriptions.

Go to http://www.aglearn.usda.gov and follow these steps to login as an
Administrator to AgLearn:

¢ Onthe Learner Welcome page, click Administrator Login to reach the
Administrator Welcome Page.

¢ On the Administrator Welcome Page, click Administrator Login.

e Click Continue to accept the security admonition.
Enter your e-Authentication credentials.

Notes:
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http://www.aglearn.usda.gov/

Notes:

Note: Your view of the
Administrator Home
Page will depend on
the specific role you've
been assigned.

Administrator’'s Home Page

The Administrator’'s Home Page is the first screen that displays after logging in to
the Administration environment of AgLearn. There are seven different views in the

Administration environment:

User Management
Performance
Learning
Commerce
Content

Reports

System Admin

The menu displays and options are restricted according to the permissions directly
associated with AgLearn administration role of the person logged in. Areas in which
an administrator does not have permission to work will not display.
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build ad-hoc sessions as necessary.

Create Scheduled Offering




Notes:

Administration Environment Interface

The interface for the Administration environment of AgLearn is comprised of three
frames:

e Top Menu
e Left Menu
e Content

The Top Menu frame contains three buttons (universal controls) in the upper right
corner and nine menu options spanning across the frame. Privileges assigned to
each role determine which menu options are visible and accessible to the person
logged in to AgLearn.

As Top Menu frame options are selected, corresponding sub-menu options are
displayed in the Left Menu frame.

Note: See the Menu Options and Menu Descriptions tables for detailed information
pertaining to the Top Menu frame. Also see the Universal Controls table for detailed
information pertaining to buttons, fields, links, and tabs available throughout AgLearn.
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Notes:

Administration Environment Interface, continued

The Content frame is the “working area,” where searches are conducted and
data/information is edited and viewed. There are several features which appear on
the majority of screens in the Content frame:

e A “breadcrumb,” or path, appears in the upper left corner of each Content
frame and identifies a person’s current location within AgLearn. (In this
example, the “breadcrumb” indicates the person is at the > Search screen.)

e The context-sensitive Help link is located in the upper right corner of the
Content frame and provides access to context-sensitive help.

e Simple and Advanced Search links are located in the upper right corner of
the Content frame and provide the ability to conduct simple and advanced
context-sensitive searches.

e Universal controls appear throughout AgLearn and provide the functionality
for managing information.

Note: See the Universal Controls table at the end of this section for detailed information

pertaining to them.

USDA United States Department of Agriculture

Z Aglearn

About Aglearn | Contact Us | Administration | Guick Links:

Uszer Management | Performance | Learning | Commerce | Content | Repons | System Admin

Users
Assignmernt Profiles
Job Posttions
Organizations
Organization Groups
Regions

+ Toolz

+ References

Users

Search

Add New

Search | Add Mews | Help |

> Search > Search Results > Edit Summar

User IO DKA97165
Mame: King, Dana

Organization
Crovnierzhip
Account Code

Skills Invertary
Commerce

Cpty Profiles Competencies

Atternate Job
Positions

Cataloy Preview:
Registration
Custom Figlds

Performance
Review

Preferences
Requests

Learning Plan

\ Breadcrumbs

External Reguests
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Notes:

10

Screen Types

There are several types of screens comprising the Content frame. Below is a partial
list of common screens types appearing throughout AgLearn:

Search

Results Tab

Screens with Tabs

Screens with Sections

Reports

Assistants

Screen Types/Search

The Search screen is typically the default screen appearing when an option from the
Top Menu frame is selected. This screen provides the ability to define criteria for
narrowing a search. Depending upon the number of search criteria available, both
Simple and Advanced Search options are available.

Note: See the Universal Controls table at the end of this section for detailed information
pertaining to each control.
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Notes:

Screen Types/Results

When criteria are entered on a Search screen and the Search button is clicked, the
Results display at the bottom of the Search screen. Clicking the appropriate icon
next to a result allows the administrator to view or edit that result based upon the
permissions/role of the person logged into AgLearn.

USDA United States Department of Agriculture

=
‘ Ag Learn Ahout Sglearn | Contact Us | Administrstion | Guick Links: | Home | Preferences | Help | Logout

iing | Comrnerce ntent | Re
tems Onling Settings: [ Has oniine contert
Scheduled Offerings
Classes AddRemaove Criteria

Group Instances

Curticula
Requirements Field Chooser
Communities
Tasks Records parPags [5_ IM| page: 12345 | Nests (731 total recards) Pageof14?.m|
+ Tools
+ References Assessmant _I[] | Placehalder for emplayees nat required to take Security
USDA-CYBERSECURITY-XMPT-FY 06 (Rev Literacy and Basics training
E/202006 09:21 AM EST)
CD-ROM USDA-CYBERSECURITYCD-FY 06 Q= UsDa, Securtty Literacy and Basics Py 2006 by CD
(Rev 114872005 11:45 AM EST)
CD-ROM USDA-GS-ACCTT120H (Rev Cl[= Introciuction to Federal Accounting
928/2004 1017 &AM EST)
CD-ROM USDA-GS-BUDGTO52H (Rev D[ | Controling = Budget
92672004 10:16 &AM EST)
CO-ROM USDA-GS-COMMT052H (Rev |21 [Z] | Frortiine Customer Service
/272003 11:18 &AM EST)
RecordsperPags |5 %|page: 12345 | Nests (731 total recards) Page[l  |ot1a7. (P

Aglearn, USDAgow | USDAgow | Accessibility Staternent | Privacy Policy | Mon-Discrimination Staternent
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Notes:

12

Screen Types/Tabs

Screens containing a great deal of data use tabs to present the information in a
categorized fashion rather than displaying all of the information on one very long
screen. The currently selected, or active tab, appears in dark blue. Clicking a tab
provides the opportunity to view/edit the information on that tab. If edits are made to
information on a tab, Apply Changes must be clicked prior to clicking a different tab
(or information will be lost).

USDA United States Department of Agriculture

=
_ AgLearn About Aglearn | Contact Us | Administration | Guick Links: | Home | Preferences | Help | Logout

User Management | Perfarmance | Learning | Commerce | Content | Repors ermn Admin

Users lsers Search | Add Mew | Help |
Assignment Profiles
Job Postions > Search > Search Results > Edit Summary
Organizations
Crganization Groups User ID: Dkag97165
Regions Matne: King, Dana
+ Tools
+ References Skills Inventory Organizaﬂpn Altern.a.te dep Performance External Requests | Standard Cptions
Owynership Positions Rewviewn:
Commerce Account Code Catalog Preview Preferences Approval Role Approvals
Cpty Profiles Competencies Registration Requests Cnline Status Aszzessments
m Phone Mumbers Custom Fieglds Learning Plan Learning History Curricula

Edit the User Information

* = Required Fields Apply Changes Reset User Pin

Basic Information

Bctive Picture

Aglearn, USDA gov | USDA gov | Accessibility Staterment | Privacy Policy | Mon-Discrimination Statement



Notes:

AgLearn uses the term
Modules instead of
Sections.

This screen illustrates
two different sections —
the Add this
Scheduled Offering to
the Catalog section
and the Update the
Catalog Prices for the
Scheduled Offering
section.

Notes:

Screen Types/Screens with Sections

Many screens are divided into different sections to group similar information or
provide the ability to perform several tasks on one screen. Sections are separated
from one another by section headers.

Standard Options

Motifications Cost Calculstion Cost Sumimary Pricing Catalog Chargeback
Summary Seqments Redistration Contactz Iaterialz Custom Fields

Edit the Scheduled Offering

Add this Scheduled Offering to the Catalog

Erter Catalog ID or add one or more from list

Catalog ID:

Update the Catalog Prices for the Scheduled Offering

Select All F Desalect Al

cenog Crsogescrpon e T T

PUBLIC PUBLIC

Select All f Desalect All

Apply Changes

Change Catalog Prices...

Screen Types/Reports

Reports are used to display and print AgLearn data. AgLearn report screens provide

the ability to run a report immediately upon identifying the appropriate criteria, or to
schedule the report to run at a later time.
Note: See the Menu Options table to view a complete list of reports available in AgLearn.

USDA united States Department of Agriculture

Zl Aglearn

ement | Performance | Learning | Commerce

About Aglearn | Cortact Us | Administration | Guick Llnks _| Home | Preferences | Help | Logout

+ User Management Edlit Report | Help |
+ Performance

- Learning
FClass Data
HClass Location

tClazs Progress

Class Roster

= Edit Report

Run Class Roster

+Class Roster
FCurricula with Related Jok
Positionz Report Title: Class Roster

FCUrrizulum Diata

FCustom Resource Data
rDocument Data
FDocument Review Flag
FEquipiment Data
FEcuipment Status
FEcuipment Liilization
Hnstructor Data
Hnztructor Proctor Codes
Htem Data

Htem List

Htem Chiect Detailz

Hem Reguests

FHhem Type List

Hiem with Prerequisite tems

Htems with Related
Documents

Report Header:

[ 1]
1]

@ Brovwwesear O Local File
Cowme Ocasy @ v O poF

Mask User IDs

Report Footer:
Report Destination:

Repoart Format:

O Page Break Between Records

Scheduled Cffering: [Eract ~| | | ¥

chedule Job

Save Report

v

Aglearn.USDA.gav | USDA gow | Accessibility Staternent | Privacy Policy | Mon-Discrimination Statement
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Notes:

14

Screen Types/Assistants

Assistants are time saving “wizards,” used to perform certain tasks in a sequential,
step-by-step, fashion. When working with an assistant, provide the information
requested on a screen, then click Next to proceed to the following screen in the
sequence (or the next step).

Note: See the Menu Options table to view a partial list of assistants available in AgLearn.

USDA United States Department of Agriculture

==
— Ag Learn About Aglearn | Cortact Us | Administration | Guick Links: | Home | Preferences | Help | Logout

ment | Performance | Learning | Commerce | Content | Repors | Admin

s User Needs Management | Help |
Assignment Profiles
Job Positions: > Step 1
Crganizations
Regions
- Tools
Learning Evert Recorder
Learning Event Editor O add Curricula O Remove Curricula
Merge Users O add tems © Remove tems
send affications O Acld Competency Profiles O Remove Competency Profiles
Supervisor Assistant
User Heeds Mgmt O ad Competencies O Remave Competencies
> [RREEES O et dob-retated Curricua

O Add Job-related Competency Profies

Aglearm.USDA.gou | USDA.gow | Accessibility Staterant | Privacy Policy | Mon-Discrimination Staterment



Menu Descriptions

The table below lists the seven menu options, with their corresponding descriptions, available to the AgLearn
administrator.

Menu Option Example Description
The User Management menu option provides access to those system

User ; X X
functions used to manage general User information, User competency
Management .
assessments, and User learning events.
T The Performance menu option allows the administrator to manage
Performance Farformance : X ) .
competencies, performance evaluations, and succession planning.
The Learning menu option provides access to those system functions used to
Learning e manage competencies, learning items (including online items), content objects,
m—— exam and survey objects, objectives, competency profiles, curricula, and
questions.
The Commerce menu option provides access to those system functions used
Commerce Cammerce to track and update commercial transactions of Users and/or organizations

defined in AgLearn.

The Content menu option provides access to those system functions used to
Content Content manage online content, such as content objects (courseware), surveys,
questions, and exam objects.

The Reports menu option provides access to those system functions used to

Reports generate any available AgLearn reports.
The System Admin menu option provides access to those system functions
System Admin e e used to manage AgLearn application variables and settings, security and data

domain privileges, custom columns, default notification messages, custom
reports, and administrator information.

15



Menu Options

The table below lists the seven menu options, with their corresponding sub-menu options, available to the
AgLearn administrator.

User
Management

Users

Assignment
Profiles

Job Positions
Organizations

Regions

+ Tools

+ References

16

Performance

Competencies

Competency
Profiles

Succession
Planning

Skill Search

+ Tools

+ References

Learning

ltems

Scheduled
Offerings

Classes

Group
Instances

Curricula

Requirement
S

Communities
Tasks

+ Tools

+ Resources

+
References

Commerce

Catalogs

Master
Inventory
Account
codes

Order
Management
Unused
order Tickets
Financial
Transaction
Approval

+ Tools

+
References

Content

Content
Objects
Content
Packages

Questions

Exam
Objects

Objectives

Documents

+ Tools

Reports

User
Management

Performance
Learning
Content

System Admin

System Admin
+ Application Admin

+ Security

+ Automatic
Processes

+ Configuration

+ Custom Columns

+ Tools

+ References



Universal Controls

The table below lists common examples of universal controls, with their corresponding descriptions, available
throughout AgLearn.

Menu Option Example Description
(Tiotfications | Cost Caluiation | Tabs co.ntain information _releval_wt to the se[ecteq record..SeIecting a
Tabs e tab provides the opportunity to view and edit the information
appearing on the tab.
The Apply Changes button saves changes made to information
Apply Al BT appearing in the corresponding section of a screen. Important:
Changes s Changes made to any record will not be saved unless the Apply
Changes button is clicked before moving to another screen.
Reset Thg Re_s_et button resets all fields on the corresponding screen to
their original values.
The Add button creates a new record corresponding to the selected
Add submenu option (e.g., if Learning/Items is selected, clicking the Add
button provides the opportunity to create a new ltem record).
View o) The View button appears on a Results screen and displays the
corresponding record.
. — The Edit button appears on a Results screen and opens the
Edit [ . : :
corresponding record in Edit mode.
The Delete button appears on a Summary tab and deletes the
Delete corresponding record. (You will be asked if you are sure before the

Records per
Page

Search

Expand Tree

Records per Page | 10 %

record is deleted. There is no “Undo” key in AgLearn.)

The Records per Page field indicates the number of records to be
shown on each screen

The Search button performs a search based on the criteria selected
on the Search screen.

The Expand Tree Icon indicates the data displayed is the parent of
several other nested components. Click the icon to display the entire
hierarchy.

g:roeILapse E The Collapse Tree Icon folds all child components under the parent.
. The Filter icon opens a separate window to define search

Filter ¥

parameters.

The Expand icon will open a pop-up window with additional options
Expand for the parameter with which it is associated.
More The More Options icon will open a pop-up window with additional
Options = options for the parameter with which it is associated.

The Search icon performs a search based on the criteria selected on
Search Q,

the Search screen.
Add one or . The Add one or more from list link displays a search screen from
more from add one ot more from list . .
list which a search is conducted.

The Calendar icon opens a separate window to select and enter a
Calendar M - e

date in its corresponding field.

The Next button displays the next screen in a sequence when using
Next i

one of the Assistants.

. : The Previous button displays the previous screen in a sequence

Previous Previous . -

when using one of the Assistants.
Submit The Submit button submits the information entered on previous

screens and completes the process when using an Assistant.

17



Menu Option

Add New

Context-
Sensitive
Help

Help
Home

Logout

18

Add New

Help

Help

Harmne

Logout

Example

Description

The Add New link, located in the upper right corner of the Content
frame, is available from the Search screen and provides the ability to
add a new record (e.g., to add a new User, click Add New on the
Users search screen).

Context-Sensitive Help, which is located in the upper right corner of
the Content frame, displays in a new window the help screens
relevant to the corresponding sub-menu option.

The Help button, which is located in the upper right corner of the Top
Menu frame, opens the entire AgLearn Online Help System.

The Home button, which is located in the upper right corner of the
Top Menu frame, displays the Administration Main Menu screen.
The Logout button, which is located in the upper right corner of the
Top Menu frame, ends the current AgLearn session.



Notes

The search screen is
available on many
menus. The User
Management menu is
being used for
illustration purposes.

Managing Data Entry and Searches

A number of search screens in AgLearn make it easy to find data by applying a
search filter. Search filters can be created to suit any eventuality by adding or
removing search criteria at will. Most administrators will find a regular set of search
criteria that meets their most common needs, and will make only occasional changes
for special circumstances.

Search-specific tasks include the following: Personalize a Search, Perform a
Search, Personalize Search Results, Save a Search, Execute a Saved Search,
Perform a Select or Add From List Search, Select and Enter a Date via the
Calendar Icon and Perform a Selection via the Selection Icon.

A Day-in-the-Life Scenario

You need to be able to find all users whose last names begin with the letter “S.” You
also need to know how many users reside in a specific domain.

Adding/Removing Search Criteria

Activity

Select the User
Management menu.

Click the Expand icon
next to Add/Remove
Criteria

Check (or uncheck) the
boxes for the criteria you
want to use.

Click Submit Query.

The options you selected
will appear for
subsequent searches.

View

Lizer Management

AddREemaove Criteria %

Last Mame
First Mame
Micicle Inital
Role ID

D Uszer Status
Domains
Ocity
[state

D Courtry

D Organizational Lini

D Accourt Code

[ ethics Filer Status

[ =aved email for inactive

D Saved Supervizor 1D for
inactive

[Home Sddress
D Home City
D Home State

D Home Zip

Submit Query

Case sensilive search

User ID:

Last Mame:

First Mlame:

Miclcll Initisl:

Rale ID:

User Status:

Damains:

O ves @ g

Starts With |+

Starts With |+

Starts With |+

Starts With (%

Starts With (%

® active O nat active O Bath
Starts With “

Cloze
D Ertry On Service -~

D Ertry On Management
[Jrrametion Date

[uok Series
ok Titie

D Occupationsl Category
D Pary Grade
DPay Grade Step

D Pay Plan b

19



Notes

The Simple Search
screen opens when
some left hand menu
items are selected.

To go to a specific
page number, enter the
desired number in the
Page field and then
click Go.

Not all action icons
associated with records
in a search results
screen may be
displayed. The
displayed actions are
determined by the
permissions given to
the assigned role.

20

Performing a Search

Step

1.

Activity

Select the User
Management menu.
Note: The search screen is
available on many menus.
The User Management
menu is being used for
illustration purposes.

Enter and/or select the

basic search criteria as
appropriate.

Note: The data fields may

be left blank to select from
an entire list.

Click Search.

Review search results.

If necessary, select the
Next Page link to go to
the next page of results.

Select All from the
Records per Page drop-
down list to display every
record in the results.

Select the View, or Edit,
icon to perform the
desired action.

View

Lizer Management

User ID:

Starts With »
Last Mame: Starts With v

First Mlame: Startz With &

Miclelle Iitial: Starts With %
Feole D: Starts With (v
User Status: @ active O ot active O Bath

Domsins: Starts With v T

AddRemove Criteria

Records par Pags| 10 (% (10 total records) |

User Hame &

Domain ID | Supervisor

| aTz198478 QU | Test10, Aglearn ocio VWNEIEETT O |
| aTzznes7s DU | Test11, aglearn ocio MC117069 O |
| LTI218478 QU | Test12, agieam oco m] |
| arzazsars DU | Test13, aglean ocio SB34TER2 O |
| arzzsesrs QU | Test14, agiearn ocio ATI248478 O |
| aTz248478 S | Test1s, Aglearn Jatels} o |

Records per Fage |5 ¥ |Fage

2345 | » (37 total records)

User ID « User Hame Domain ID

Records per Page [

| DKIST16S [
| DKE3T165 1 [




Notes

The search screen is
available on many
menus. The User
Management menu is
being used for
illustration purposes.

Customizing Search Results

Once search results are displayed, you can add additional fields to be displayed on
the search results screen.

Step

1.

Activity

Select the User
Management menu.

Click the Expand icon
next to Add/Remove
Criteria.

Check (or uncheck) the
criteria you would like to
see displayed for your
subsequent search
results.

Click Submit to see the
search results with the
additional fields.

View

User Managerment

Field Chooser

)

Field Chooser

1 User ID Organization 0 Terminated
2 Uzer Mame Active Email Address
3 | Domsin 1D Address Has Access
4 | Supervizar City Locked

Emp Status State ! Province Region [T

Emp Type Postal Code Rale 0

Job Location Couritry

Job Position Hire Date

21



The search screen is
available on many
menus. The User
Management menu is
being used for
illustration purposes.

22

Saving a Search

Step Activity View

1. Select the User Iser Management

Management menu.

2. Fillin your search
parameters.

Casze sensitive search:

User ICx

Last Mame:

First Mame:

hiclclle Initial:

Domains:

ltems Meeds:

3. Click Save As.

4' Enter a Saved SearCh ID * = Required Fields
and deSCFIDtIOn * Zaved Search ID: Q

Description:

5. Click Submit.

O ves ® o

Starts With | w
Starts With | w
Starts With |
Starts With %
Starts with v | [NRCS T

Exact  » | Type:| wWeb Based v | T
ID: USDA-PRIVACYBAS



The search screen is
available on many
menus. The User
Management menu is
being used for
illustration purposes.

Executing a Saved Search

Step

1.

Activity

Select the User
Management menu.

Click the More Options
icon next to Saved
Searches.

Select the saved Search
you want to open.

The Search form
appears, with the saved
parameters already filled
in. Edit as needed.

If you want to save any
edits for future searches,
click Save, or click Save
As to save them under a
different name.

Click Search.

View

Lizer Management

Saved Searches %

Saved Searches

Llose

Mame | Remove |

MECS DEMO il

Prhy_dAc '@'

Mandatory m
Casze sensitive search: O ves @ po
User ID: StartsWwith
Last Mame: Starts Wwith | w
First Mame: Starts With |
hiclclle Initial: Skarks With %
Dameins: Starts With NRCS v
tems Meeds: Exact “ | Type: | web Bazed v| ¥

D USDA-PRIVACYBAS
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Notes

The Select from list
search is available on
other screens. The
Items screen is being
used for illustration
purposes.

The List link enables
you to add criteria to
the search filter.

The select from list
link allows the user to
select more than one
result. The selection
icon presents a list
from which only one

result may be selected.

At this point you can
remove filter records if
you wish by selecting
the Remove check
box.

24

Performing a Select from List Search

Step

1.

Activity
Select the Learning
menu.

Select Items.

Select the Select from
List icon, or search for
the Item Type.

Select the Select or Add
check box next to the
record(s) requested.

Click Submit Selection.

Verify the selection and
click Submit Filter.

View

Learning

ems
eduled Crfferings
Clazzes

lterm Types:

Starts With v @7

Fecords per Page | 10 % |page: | 2 | Mesdts (11 total records) Page |1 of 2.
Select All f Deselect Al
N ]

Assessment Assessment

Briefing Briefing
Certification Cettification

Course Course

O
O
O
O
O

Document Document

Subrmit Selection

m Remove Checked IDs

Select All f Deselect Al

D
Assessment Assessment &
Briefing Briefing O

Select All / Deselect Al




Notes

The Calendar icon is
available on many
screens. The
Scheduled Offerings
screen is being used
for illustration
purposes.

Using the Calendar
icon prevents date
formatting errors.

You can also click on
the > and >> symbols
to change the month

and year.

Selecting and Entering a Date via the Calendar Icon

Step Activity

1. Select the Learning
menu.

2. Select Scheduled
Offerings.

3. Click the Calendar icon
next to the desired field.

4.  Select the month from the
drop-down list.

8.  Click the increase or
decrease buttons to
change the year’s display
forward or backward.

9. Select the desired date to
enter the date and close
the Select Date window.
Tip: Select the Today link to

set the date to the current
day.

10. verify that the selected
date appears in the Date
field.

View

Learning

Scheduled Offerinﬂs

Start Date After: x|
(MBID DY YY)

October 2006

w
January =
February oday][z][z=]
k :Iparrifh ed|Thu|Fri|Sat
| May = 8 F
Ei'—':"e 12 |15 |14
T July

f.ﬁ.ugust 119 20]=1
s Septermber L 26 (2728
October 2006

Qctober w [|2006

(e e P o] s
SunMon|TueWed|Thu|Fri|Sat
1 2 (3 |4 2 B £
8 |8 (10 |11 |12 13|14
15 |16 (17 (18 |19 20|21
22 |23 [24 (25 |26 27|28
._9 30 (31

October 2006

Qctober w | 2006 -

w
[z=][=][Print][Today][=][==]
Sun{Mon(Tue|Wed|Thu|Fri|Sat
1 2 |2 |4 2 B |7
2 |9 |10 )11 (15 [13]14
1o |16 |17 (18 |19 2021
22 |23 |24 |23 (26 (27|28
29 |30 |3
Start Date After:

1003172006
(R DY %
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Notes

The Selection icon is
available on many
screens. The Items
screen is being used
for illustration
purposes.

Clicking the Selection
icon will open a new
Search window.

Leave any search fields
blank to select from the
entire list.

Click Next to move to
additional pages of
results or select All
from the Results per
Page drop down list to
display all the results
on the screen.

When the link is
selected, the results
window closes and the
data is automatically
entered into the field.

26

Performing a Selection When Only One Option May be Chosen

Step Activity

1. Select the Learning
menu.

2. Select Items.

3. Select the Add New link.

4. Click the Search icon
next to the desired field to
open a new Pick window.

Enter or select the search
criteria as appropriate.

o

6. Click Search.

7. Review search results.

8. Select the Select link of
the record to be used for
data entry.

9. Verify that the selected
data has been placed in
the field.

View

Learning

ems
eduled Crfferings
Clazzes

|Search|.&ﬁmew | Helgp |

* Diomain 1D

%}I

C’ Yes @ i[u]
Startz With |+

Caze senstive search:
Damain 10

De=zcription: Startz With |+

Fecords per Fage 10 & Fage 2345 | Mexds (87 total records)

Foomarn = e

AMS AMS
APHIS
APHIS-AC
APHIS-BRS
APHISIS
APHIZ-LPA

APHIS
APHIS: Animal Care

APHIZ: Biotechnology Regulatory Services
APHIS: International Services

APHIS: Legislative and Public Affairs

Records perPage | 19 % |page: 123495 | Mexte (27 total records)

S AME Select
APHIS APHIS el
APHIS-AC APHIS: Animal Care Sel
APHIS-BRS APHIS: Biotechnology Regulatory Services Select
APHIS-IS APHIS: Internationsl Services Select
APHIS-LPA APHIS: Legislative and Public Affairs Select
* Domain 1D Q, |APHIS



Managing Users

Most of the personal User data in AgLearn is automatically populated through regular
data feeds (Domain, address, Job Position, Pay Grade, etc.) or is entered manually
by the Users themselves (supervisor, e-mail address, phone numbers). There are
some personnel-related functions that Users cannot take care of, as they are
associated with multiple accounts, or are designed to provide information to, or take
action on behalf of, the User.

The Merge Users functionality is useful when multiple accounts have been created

for the same User. Supervisor Assistant allows the administrator to quickly update
AgLearn when a supervisor change is made, instead of waiting for all of the affected
Users to do it individually.

Administrators can add or remove training directly from the User’s learning plans, as
well as modify the ‘Required By’ dates for training that has already been assigned.

Ad Hoc Notifications allow the administrator to directly communicate via e-mail with
a subset of Users that may be created just for that communication. (All those who
have not completed a specific Item, for instance.) Direct Linking allows a User to go
directly to a specified AgLearn page by clicking a URL embedded in an e-mail,
possibly one generated by an ad hoc notification.

SF-182 forms used as requests for external training can be created, modified,
approved, and verified by administrators with the necessary workflows.

Assignment Profiles are powerful compilations of attributes that may be used for

catalog access, Item or curriculum assignment, or any function that involves
potentially large numbers of Users with specific similarities.

A Day-in-the-Life Scenario

e Due to well-intentioned, yet misguided, efforts, a User has multiple accounts
in AgLearn. Other Users have changed supervisors. These conditions must
be corrected, and notifications should be sent informing the affected Users.

Merging Users

Step Activity View

1.  Select the User Iser Management
Management menu.

2. Select Tools. Regions
+ TD%
+ Re MNCes

3. Select Merge Users. Tools

FLearning Event
Recorder

FLearning Event Editar
Fherge Users

FSEn ifications
Foupervizor Assistant
Fl=er Meeds Momit

27
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Merging Users
Step

Activity

Use the search page to
filter the list of Users. Be
sure that your search
criteria will result in both
User records appearing.

Click Search.

Find the User whose
records you wish to use
as the secondary User.
Click the corresponding
Merge from User ID
radio button.

Find the primary User into
whom you want to merge
the records. Click the
corresponding Merge
Into User ID radio button.

Click Merge.

Click OK.

View

Merge Users

Search

Enter a value for each field that you want to use to fiter your search. Some fields allowy you to =&
values. You can alzo add or remove search criteria to further refing your search.

Caze sensitive search: O ves @ Na
User ICx Starts With | w
Last Mame: Starts With
First Mame: Starts With
Miclelle: Initizl: Starts 'With |+
Email Address: Starts With |w
User Status:

@ active O wot active O Beth

AddiRemove Criteria Search

]
User ID User Name « Email Address Merge From User ID | Merge Into User ID

| oweg71es | king, Dana DLK11756@Y AHOO COM o) [} |

| Kz37165 | Wing, Danal DLK11756@Y AHOO COM CR [e) |

i

]
Merge From User ID | Merge Into User ID

User ID User Hame Email Address
DKAa7165 King, Dana DL 1 TS6E@Y AHOO SO O |
DHI37165 King, Dana L DLKA 1 T56E AHOO COM O |

Merr

[y1]

https:/staging.aglearn. usda.gov

<3 ) This will merge DKZ37165 into DKI97165, Are you sure you want ko do this?

| (814 | ’ Cancel ]




Supervisor Assistant

Step Activity View

1. Select the User
Management menu.

2. Select Tools. Regions
+ TDFI;E"}
+ Re MNCes
3. Select Supervisor . Tools
Assistant. LLearning Event Recorder

FLearning Event Editar

FMerge Users
F=end Matifications

FELpErisor & spEtant
Flser Meeds ﬁ:ﬁ
4, '
In the Su pervisor ID text Step 1: Select Current Assigned Supervisor

box, type the ID of the

current supervisor, or * = Required Figlds
click the Search icon &

to find and select one.

* Supervisor 1D Q |

5. Click Next.

O Inthe Supervisor ID text

box, type the ID of the

new supervisor, or click * = Required Fields
the Search icon & to find

and select one.

* mupervizor D Q |

7. Click Next.
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Supervisor Assistant

Step Activity View
8.  All Users under the
Current Supervisor are R [Frevious | Hoxt |

displayed. To add a User
to the list, type the User
ID in the User ID text box,

Add Users

Enter User ID or add one or more from list.

] * User D: w
or click the Add one or
more from list link to use ===
a search page and select e
multiple Users. m—_-
You can also remove Tz ot tester O

SGITB939 Gray, Stanley A D

USerS from the KD995289 Newjersey, Kathy T D
supervisor's list by oKz3T16S King, Dana L B

clicking Remove on the
appropriate line(s).

9. When you are satisfied
the list is complete, click
Next.

10. Review the information ——
. Finish
The User records -
displayed should reflect
the new supervisor.

If satisfied, click Finish.

If not satisfied, click
Previous to return to
Step 8.



Notes

Assigning an ltem to a
User’s Learning Plan
can also be
accomplished by using
the User Needs

Management Assistant.

See Adding Items to
User Record(s) with
the UNM Assistant for
detailed information.

If the Learner is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

The tabs displayed
after clicking edit
depends on your
assigned role.

Assign an Item to a Learning Plan Record

Activity

Select the User
Management menu.

Select Users.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired User
record.
Tip: Use the Ctrl+F function

to quickly find a User record
on the screen.

Select the User’s
corresponding Edit link.

If it is not already
displayed, select the
Learning Plan tab.

In the Assign User
Needs section, select the
Add one or more from
list link.

View

User Managerment

=zers
ﬂ\‘ﬁ:jgnment Profiles

Job Positions

USDA. urited states Departmentof Agrcuiture
s Aglearn

Alaout Aglearn | Certact Us | Administration | Quick Links:
| Leaming | Commerce | Content | Rel Admin

Users |Search | Help |

Search Saved Searches.

e for each fied that you want to use to fiter your search. Some fisds sllow yauto select from a fist of
o temove seatch criters to further refine your search.

case senstve seren O ves @ 1o

User[D: Startswin v

Last Narme: Starts Wih v,

Fest e T

[r— o B

Role ID: Starts With v

ser St © setve O netactve O stn

AdaRemeve Crteria [Search [ Seve as'[Resec
Records par Page | 10 (% | page: 123 | Mests (30 total records) Fage |1

User Name = Domain 1D
LEARMERDS IS | Lestner, Alec FSA LEARMERDS
LEARMEROS [D[Z | Learner, Bl TRAINNG | LEARMNEROS
LEARNERDE I | Learner, Charlie TRAIMNNG | LEARMNER12
Records per Page | 10 % page: 123 | Hescto (30 total records) Page|l

] Home | Preferences | He | Logaut

User Name »

User ID

Domain ID

| LEARNERD4 |;\_ e Learner, Alec FSa LEARNERDS

| LEARNERDS |;\_ Learnet, Bill TRAINING LEARMNERDE

| LEARMERDE 4[] | Learner, Charlie TRAMNG | LEARMNER1Z
Registration Requests online Status

Custom Fields Learning Plan Learning Hiztory

add one armare from list
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Notes
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Assign an Item to a Learning Plan Record
Step

10.

1.

12.

13.

14.

15.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
locate the Item to be
added to the Learning
Plan.

If the assign date is not
the current (default) date,
select the Assign Date
calendar icon to select
and enter the actual
assign date.

Click Add to add the Item
and return to the Learning
Plan tab.

In the Update the
Learning Plan for the
User section, locate the
Item recently added.

Select the corresponding
Req. Date calendar icon to
enter the date by which the
User must complete the
Item.

View
Casze sensitive search: O ves @ Na
tem Types: Starts With » =
tem ID: Starts with %
Revigion Date: E
[ ]
Revision Number: Starts \With | »
term Title: Starts with
tem Status: @ active O ot active O Both
tem Classification: Sharts With =
Cnling Seftings: ] Has online content
Damains: Starts With hd T

Subject Areas: Starts With = E=|

Select All f Deselect All

_ e u

Classroom USDA-AGLEARNADMIN-5.8HEW Aglearn Training for Mews E 1 2002006 D
(Rev 9i19i2006 10:30 &AM EST) Administrators

Classroom USDA-AGLEARHADMIN-5.8_DELTA Aglesrn Admin Training - E 1112002006 D
(Rev 91852006 10036 AM EST) 58 Dettas

Select Al / Deselect All

__ OMEDNTY H

Classroom USDA-AGLEARNADMIN-5.3HEW Aol earn Training for Mew 11420/2006
(Rey 9492006 10:30 AN EST) Administrators

Update the Learning Plan for the User

Wi OAH @Needs ORequiremems
Showr Duplicates: Yes

Clazsroom USDA-AGLEARHADMIN-5.8HEW  Aglearn Admin Req. Date: E 1411 2006
(Rey 91972006 10:30 AM EST) Training for DKA97169a
Meww Darys Rem: -9
Administrators Curriculum ID:

Title Add User Learning Information

Classroom USDA-AGLEARHNADMIN-5.8HEW  Aglearn Admin Req. Date: 111 /2006
(Rey 901972006 10:30 AM EST) Training for DK997165a
Meww Days Rem: -9
Administrators Curriculum D



Notes
Assign an Item to a Learning Plan Record

Step Activity View

16. Select the corresponding ~ Assion. Type:
assignment type from the  compil Date: :
Assign. Type drop-down  Failure Date: g';? ESE?WESJ

i . ional
list. Crigin LEG_MAND (Legisktively Mandsted)

Assigned: REC (Recommended)

17. Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

apply Changes

Caution: Do not use the browser Back button when using AgLearn — use the menus, links and breadcrumbs in AgLearn
to navigate.

Note: If an assigned Item has an associated prerequisite, it will not be automatically added to the Users’ Learning Plans.
Users will be presented with an opportunity to add the prerequisite to their plan when they try to access the assigned Item.
Tip: If a User cannot be located, search for the User in other domains. During data entry, the User may have been
mistakenly placed in an incorrect domain.
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Notes

Removing an Item from
a User’s Learning Plan
can also be
accomplished by using
the User Needs
Management Assistant.
See Removing ltems
from User Record(s)
with the UNM
Assistant for detailed
information.

Use the Ctrl+F function
to quickly find a User
record on the screen.

Caution: Do not select
a different tab prior to
clicking Apply Changes
or all changes and
modifications will be
lost.

34

Remove an Item from a Learning Plan Record

Step

1.

Activity

Select the User
Management menu.

Select Users.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired User
record.

Select the corresponding
Edit icon.

Select the Learning Plan
tab.

In the Update the
Learning Plan for the
User section, locate the
Item to be unassigned.

Select the Remove check
box to mark the Item for
removal from the
Learning Plan.

10. Click Apply Changes.

View

Lizer Management

zers
ﬂj:jgnment Profiles

Job Pogitionz

Caze sensitive search: O ves @ Na
User ILr Starts With (%
Last Name: Starts With (%
First Name: Starts With (%
Mliciclle: Initial: Starts With »
User Status: ® active O ot active O Both

Demains: Starts With v b

Recerds per Page | 10 (% | page: 123 | Hexta (30 tatal records) Page|l

User ID
LEARNERDE a

User Name +

Domain ID

Learner, Alec FSa
TRAIMMG

LEsriEROS | [ |

LEARNEROS a Learner, Bill LEARNEROS O |

| Mexts (20 total records) Page |1

- ]

LEARNERDS O |
LEARNERDE o |

Records per Page | 10 % | page: 123

User Hame

Domain ID | Supervisor

| LEARNERD4 D' | | Learner, Alec FSA
| LEARMEROS [} Learner, Bil TRAINING

Registration Requests online Status

Custom Fields Learning Plan Learning Hiztory

Update the Learning Plan for the User

Wi OAH @Needs ORequiremems
Showr Duplicates: Yes

Clazsroom USDA-AGLEARHADMIN-5.8HEW  Aglearn Admin Req. Date: E 1411 2006
(Rey 91972006 10:30 AM EST) Training for DKA97169a
Mesne
Administrators

Darys Rem: -9
Curriculum ID:

Aszign. Type! | REC (Recommended) w vl
Compl Date: L\\\:
Failure Date:

apply Changes




Ad Hoc Notifications

Step

1.

Activity View

Select the User Lizer Management
Management menu.

Select Tools. Regions

+ TD?E'}

+ Re MNCes
Select Send _ Tools
Notifications. L_sarning Event Recorder

L earning Event Editor
Lhierge Users

LSend Hotifications
LSUpervisor F.t‘}is*tant
L =er Mesds Mot

Select the criterion on

) o . * Baze Populstion Ore [e ;
which your recipients will F %Smem"e“ Gftering

be selected. ttem
For the purposes of O curriculum
demonstration, this O

Clazs

example will use the
screens the flow from
selecting Scheduled
Offering. The others are
similar.

Click Next.

If you know the scheduled  Add a Scheduled Offering to the Criteria

offering ID number, enter _ _
it in the Scheduled Enter Scheduled Offering 1D or scdd Ear Mmore: from list.

Offering ID box, and click
the Add button.

If you don’t know the
scheduled offering ID,
search for it by clicking
the Add one or more
from list link.

Scheduled Offering 1D

Multiple offerings may be
added. When you have all
the offerings you want,
click Next.
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Ad Hoc Notifications

Step Activity View
8. Select a Registration Torenrament o completion s rehe o ehclents v oo nc have an el o sompltin tabs.
Status or a Completion Feegistration Status | one oR Completion Stetus: ,\
Status for the Users you E"E’*N'E%‘SB ssess Incomplete
Want tO nOtIfy_ CAMCELLED EBrief Unread [
9 . Add Users to Criteria
Add Or remove Users as Entet User ID or add one of more from list
necessary to compile the -
precise list to receive the
notification. S
|vserMame
AKIATITS Katshi, Al ?
DCEZZITIES Cothi, Cwvayne D
DKO9T16S King, Dana D
10. Ciick Next.
1. Search for an e-mail
o Select Template
template you’d like to use
by CIiCking the Sear?h Emmail Template: %
icon @ next to Email
Template.
12. The From field defaults to  specify Email Addresses
your e-mail address if it is
recorded in AgLearn. You  Reply Ta: Q,
may change this by typing ., ...
in another address, or by
searching for another e
address by clicking the Second copy of email ta [
Search icon. O,. uzers' supervisors:
13.

Enter the e-mail address Specify Email Addresses
to which any replies
should be directed in the Reply To:

Reply To field. The e-mail

address you enter in the

* From:

From box in Step 3 will o
appear here by default, if Second copy of email ta O
it is recorded in AgLearn.  users' supervisors:

If you wish to use a
different address, type it
into the Reply To box
manually, or search by
clicking the Search icon.

Q



Ad Hoc Notifications

Step
14.

15.

16.

17.

Activity

Type in the addresses of
any others who should
receive this e-mail in the
CC field. The addresses
must be typed out in full
and separated by
commas.

Check the Second copy
of email to users’
supervisors box if you
would like the e-mail to
also be sent to the
supervisor of each User
listed.

One file may be attached
to the notification. Click
the Browse button to
search for the file name
and location.

Type a subject or title for
the notification in the
Subject box.

View

Specify Emall Addresses

Reply Tor Q,

* Fram; Q,

CC teanaglearn@usda.gw|
Second copy of email to |:| %

users' supervisors:

Specify Email Addresses

Reply To: Q,

* Fram; Q,

Ci teanaglearni@usda.goy
Second copy of email to =

users' supervisors: l%

Customize Contents

Aftachment: BlTwse

* Subject:

* By
Customize Contents
Aftachment:
" Subject: Logistics for Aglearn Administratar Class|
* Body: %
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Ad Hoc Notifications

Step Activity View
1 8- The Body block Wl” be Customize Contents
automatically filled in if i _ .
X ubject: Logistics for AgLearn Administrator Class
yo u se I eCted an e-mail I * Body: The AgLearn adm\n\stratorl' class scheduled for December 11-14 wil take place at 4700
. River Road, Riverdale MD
template in Step 1. You '
may edit it to include the s

text you wish.

If no template is chosen,
type in the message you
want to deliver and it will
appear in plain text, with
no formatting.

A Direct Link may be
included in the body of an
ad hoc notification.

19. Click Send Notification.

Send Motification

20. The Finished page

confirms that the

notification message has .
been sent to the e-mail

server.

Click the Start Over
button to re-start the
wizard for another
notification.




Direct Linking

AgLearn has the capability of providing HTML hyperlinks to specific pages in AgLearn
so Users can directly access the pages. These links can be embedded in any
environment that can accept HTML URLSs, including e-mail notifications, Web pages,
and documents. The User is taken directly to the appropriate page when the link is
clicked, after providing login information if he or she is not already logged in.

The use of direct links does not compromise security. Users will have access only to
those sections of the application that their assigned workflow restrictions allow.

The Direct Linking Wizard is used to create the link after you have chosen the page.
You can copy it into an e-mail or automatic notification so that the User can click the
link or copy and paste it to reveal the exact page you want them to see.

Direct Links can be created to point Users to any of the following pages in AgLearn:

All AgLearn learning pages — Including Learning Plan, Home page, Catalog
Simple Search page, Learning History page, Current Registration page, and
the Employee Subordinates page. URL is the only output option available for
these pages. You cannot choose to insert the link into notification tags.

Item Details — The User will be directed to the specified Item’s Details page.
Scheduled Offering Details — The User will be directed to the specified
scheduled offering’s Details page.

Registration — Directs the User to the Registration page of the specified
scheduled offering.

Online Content Structure — Directs the User to the Online Content Structure
page for the Item specified.

Report — Creates a link to the specified User Report. (Note: Administrator
reports are not available.)

Reports with Criteria - Creates a link to the specified User Report, and allows
you to specify the criteria for the report before creating the link.

Once the link has been created, it can be copied and pasted in an e-mail, document,
or notification.
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Using the Direct Link Wizard to Create a URL Direct Link

Activity
Select System Admin.

Select Tools.

Select Direct Link.

Pull down the menu and
select the Direct Link

Type.

Choose URL as the Link
Output Format.

Depending on the link
type chosen in Step 4,
you may be prompted for
additional information.

For Item Details or
Online Content
Structure, click the
Search icon @ next to
Item ID to search for the
Item. The Item Type and
Revision Date fields will
be filled in automatically.

View

System Admin

+ Custam Columns

+ Toolz
+ rences

- Tools

FAdmin Passwords
%‘f ect Link

L el ImportExport
L earning Event

Synchronization
LReport Azsistant

Select Link Type

* = Reguired Fields

* Direct Link Type:

Link Output Format, |
n Rul Form Learning Plan

Home Page

Cataloy Simple Search
Learning History
Current Registration
Employes Subardinstes
tem Details

Scheduled Offering Detailz
Registration

Onling Contert Structure
Reports

Reports \With Criteria

* Direct Link Type: b

Link Outpiut Format: %LIHL O motification Tags

Specify Rem

* ftemn Type:
* ttem 10

Revizion Date:



Using the Direct Link Wizard to Create a URL Direct Link

Step Activity View
7 For Scheduled Offerings  specify Scheduled offering
or Registrations, click

the Search icon & to * Scheduled Offering ID: %—n}
search for the Scheduled

Offering ID. You may

also type it in directly, if

you know it.
8. For Reports or Reports
- p : p * = Required Fields
with Criteria, enter the
report you wish to have * Direct Link Type: Feports With Criteris w
run. .
_ _ Link it Format: URL Motification Tags
If choosing Reports with
Criteria, you will have a Select Report
chance to specify the
criteria after you have * Uzer Report:
chosen which report is to
be run. Curriculum Status
by Flan
tem Requests
Uszer Inform
Learning Hiztory
9. Click the Display Link Display Link
button.
1 0- Copy the Iink. Below is the direct link for the target you selected. This can be launched by Users directly
|_DET&|LS&componertiD=LIS0A%: mponert TypelD=\Web+Based vigiol
< >
11_ The ||nk Can nOW be Customize Contents
Attachment:

pasted directly into any e-  cuexr
mall, |nC|uding those Sent ’EO% Paste Direct Link in body of email as needed
as an ad hoc notification.
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External Training Requests

Administrators are now able to create SF-182 requests on behalf of employees, view
and edit requests that are already in the pipeline, and make approvals as necessary.
Requests can be submitted as pre-approved, and can be back-dated to
accommodate training that has already taken place.

Creating an External Training Request on Form SF-182

Step Activity View

1. Select User
Management from the
top menu.

2. Select Users from the left Uzers
menu. ﬂ\‘ﬁ:jgnment Profiles

Job Positions

3. Search for the User for USDA trieosisoopmmantot s
whom you wish to create "
the external request. g —
Note: See Managing Data T Ry e e

Entry and Searches for i v oo
more detailed information on - ——
searching. T
User Siius: @ sawe O ot sctive O Beth
AddRemove Criteria wm w

4. Select the Edit icon for
the appropriate User.

User Hame «

DKE97165 1|2 | King, Dara
DKZ3T165 [ [ | King, Dana L
| -
5. ' i
In the User’s record, click F‘E'rzifc.rll.'mirllce SF-182 Requests T E
the External Requests ENN
tab. Preferences Approval Role Approvals
6. Click the New Request | Requestiv | Twe [ Sttus | Pending ApprowalActons | Acton |
8627 Emmail test 20060822 Withdrawn More Wiew Request
b Utto n . TTEE Test 20060703 Denied hone Wiew Request
7644 folfasd Denied hone: Wiew Request
4245 foifasd Denied hone Wiew Request
4245 folfasd Denied hone: Wiew Request
4244 tofasd Denied Mone View Request
4243 tofasd Denied Mone View Request
4242 tofasd Denied Mone View Request

=



Creating an External Training Request on Form SF-182

View

Step Activity

7. Part of the form will be
automatically populated
with data from the User’s
record. Complete as
much of the form as
necessary.

8.  To submit the request as
already approved and
bypass the normal

¥ Submit Request az Approved

%

approval process, check
Submit Request as

Approved.
You must click Submit 9. T -
. 0 save the non-personal Wl
after checking this box P ¥} Save Data for Another Reguest

data so it can be used for
another User, check Save
Data for Another
Request.

for the request to be
submitted for this User.

You must click Submit 10
before Select User for

the request to be

submitted for the

current User.

- To choose another User’s
record to apply the data il
saved in Step 7, click
Select User.

Select User

11. To submit the completed
form for approval, click
Submit.

12. To clear any changes
made to the form, click
Reset.
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Editing an SF-182 Form

Step

1.

Activity

Select User
Management from the
top menu.

Select Users from the left
menu.

Search for the User for
whom you wish to create
the external request.
Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Select the Edit icon for
the appropriate User.

In the User’s record, click
the External Requests
tab.

Click the Edit Request
link for the request to be
edited.

The SF-182 pops up in a
new window. Make the
necessary changes.

Click Apply Changes to
save the changes.

When finished, click the
Back to External
Requests button.

View

Lizer Management

=zers
ﬂ\‘ﬁ:']gnment Profiles

Job Positions

references | Help | Logout

Users |Search | Help |

Search Saved Searches.

fiekls allow youto select from a st of

Case sensilive search: O ves @ no

eer [semsvan v [ ]

Last o [ —

FrstNarme [

[ [

Roke D [

User Status: @ sctwe O ot e O patn

AddTemave Grteria [ Search [save as [ reset |

User ID User Hame -
DK997165 i) | Wing, Dana
DKZ37165 I [2f | King, Dana L
-
Performance o .
Review I by ITEEed  Standard Options
Preferences Approval Role Approvals
[remeetn 1 s | renana oprovActone —Actin |
193 test course Submitted  Pending Step 1 Edit Approval

Edit Request
raw Request

Last Name First Hame Pddie Tniial

apply Changes

Back to External Requests




You also have the
option to click the
Approve All link to
complete the approval
process with one
action.

Never use your
browser’s Back button

to navigate in AgLearn.

Approving an SF-182 Form

Step Activity

1. Select User
Management from the
top menu.

2. Select Users from the left
menu.

3. Search for the User for
whom you wish to
approve the external
request.

4. Select the Edit icon for
the appropriate User.

5. Inthe User's record, click
the External Requests
tab.

6. Click the Edit Approval
link for the request to be
edited.

Click the radio button
under Approve or Deny
for the next step in the
process.

8. Click Apply Changes.

9. The screen will refresh,
with the approval or
denial noted.

10. Click the Back button on
the AgLearn screen.

View

ser Management

zers
L"\ﬁ:'}gnment Profiles

USDA uneo satos Doparimont ot Agreuturo
. Aglearn

ment | Perfarmance | Leaming

ces | Help | Logout

ch el that you warit 1o use to fiter your search . Some fieds allow youto select from a st of
0 6k ot temove Sesrch orteriata further refine your seerch.

et O ves © ho
—

User Status:

Micdle e

@® active O Not active O Both

AckiRemave Crteria

T [

User ID User Hame -
DHITT1E5 [ | Wing, Dana
DKZ37T165 I [ | Hing, Dana L
-
Performance - .
. R By G e Standard Options
EE WIEW
Preferences Approval Role Approvals
[remesto [tte ————staus | renaing Arromt actons | Acton |
193 test course Submitted  Pencing Step 1 Eg'l A%smval
Request
Withdraw Reguest
183 Cattle guard Submitted  Pending Step 1 Edit Approval
Edit Request

Withdraw Request

Approve

Approwval Date
Appraver Appraved | o pleted

Step 1 Eddie Learner Mo % O

Comments:

Apply Changes

Approve
Approval Date
Step Approver Approved P— H
Step 1 Andy Admin Yes 1 0/26/2006 MST
Comments.
Step 2 Alan Approver Mo O O
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See Managing Data
Entry and Searches
for more detailed
information on
searching.

46

Verifying External Training Requested via Form SF-182

Step

1.

Activity

Select User
Management from the
top menu.

Select Users from the left
menu.

Search for the User for
whom you wish to create
the external request.

Select the Edit icon for
the appropriate User.

In the User’s record, click
the SF-182 Requests
tab.

Click the Verify link for
the request to be verified.

Complete the form.

View

Lizer Management

=zers
ﬂ\‘ﬁ:']gnment Profiles

Job Positions

Case sensilive search O ves ® o

User ID: [starts witn ] | |
Lest hame: [starts witn ] | |
First Mlame: [starts witn ] | |
Midelle Intisk [starts witn ] | |
Role ID: | startsvin ] | |

User Status:

@ active O Mot Active O Both

User ID Uzser Hame &
DHA9716S _I|<] | King, Dana
DK Z3716S A | | King, Dana L
-
Performance .
) L B LT Bl Standard Options
Review
Preferences Approval Role Approvals
[Rocwsstd [ Twe | situs | pomina promiAcioms | Acion |
193 test course Submitted Pending Step 2 Edit Approval
Edit Request
Withdraw Request
163 TEST Oct 19 2006 Approved  MNone Wiew Request
Transter Request
e
107 Supervising in lows Approved  Mone g iﬂegues{
Transter Request
erify




Verifying External Training Requested via Form SF-182

Step
8.

Activity

Click Submit to send the
form to the User’s
supervisor for approval.
This allows the event to
move into Learning
History.

Note: If you are also
approving the verification to
move into Learning History,
check the Submit Request
as Approved box before
clicking Submit.

If the verification was not
submitted as “Approved,”
confirm the supervisor’s
name and click Submit.

View

V.8. Direct Cost and appropriation/fund chargeable

* Amount Appropriation Fund

a. Tuition [to1.0 | [ |
b. Books or Materials Jo.o ] [ |
<. Total

V.10. Total Training Non-Government Contribution Cost
L ]

[T submit Request as Approved W w
Subrnit
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Use Ctrl+F to quickly
find an Item on the
screen.

If an Item can not be
located, search for the
Item in other domains.
During data entry, the
Item may have been
mistakenly placed in an
incorrect domain.
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Managing Iltems

An Item is a learning requirement that can be learning content, an exam, a survey,
OJT, or an external certification. Iltems can also be developed for online usage.

A Day-in-the-Life Scenario

A new Web-based course must be added to AgLearn. The course will replace current
department training on the prevention of sexual harassment. The following activities

must be accomplished:

e The Item must be available to all employees in the Training domain.
e The Item must be made available online and should be marked Complete when

all objects are complete.

Viewing an Item Record

Step  Activity
1. Select the Learning
menu.

2. Select Items.

3. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

4. Click Search.

5.  Onthe Results display,
locate the desired Item.

6. Selectthe corresponding
View icon to view the
Item’s Summary tab.

7. Click the ltem’s other data
tabs to view additional
information.

e Learners can re-enter the course after completion for refresher training

View

Learning

s
ﬁz_duled Oiferings

tem Types: Starts With % =

tterm 10 Startz With %

Revision Date: E

(MDD )

Revision Mumber: Starts With w

ftem Title: Starts with v

ttem Status: ® active O not active O Both

tem Classification: Starts With j

Online Settings: [ Has online contert

Domaing: Starts With v ¥
Subject Areas Starts With w j

aE

Assessment
USDA-CYBERSECURITY-XMPT-FY06 (Rew
6952006 09:21 AMEST)

CD-ROM USDA-CYBERSECURITVCD-FY06
(Rew 11872005 11:45 AMEST) [}

Placeholder for employess not required to take Security
Literacy and Basics training

2[5 | usDa Security Literacy and Basics FY 2006 by CD

Web Based USDA-CYBERSECURITY-FY06
(Rewv 11/8/2005 11:42 AM EST)

USDA Security Literacy and Basics FY 2006

%‘u

Pricing Chargehack Catalogs Subject Areas

Ohjectives

Standard Options

Online Settings Motifications Materials Grading Options Cost Calculation

Curricula Competencies Custom Fields Substiutes

Reguests Rqst Reasons

Delivery Data Prerequisites Documerts Tasks




Adding an Item Record

Step

1.

Activity

In the Quick Links pull-
down menu, select
Create Learning Item.

In the Summary box, pull
down the Item Type
menu and select the type
of Item you want to
create.

Enter an lItem ID.

Enter a Title.

Enter your domain in the
Domain ID box, or click
the Search icon @ to find
it.

If approval is required,
pull down the Approval
Process menu and select
the proper process.

If an Approval Process
was selected in Step 6,
check the Approval
Required box.

View

Record Leaming

Create Scheduled Offering
hanage User Needs

{#|| Home |

Summary

* 10

Title:

* Domain 10

Approval Process:

Revizion Mumber:

* tem Type:

* kem ID:

Assezement
* Revision Date: | 4udio

Ll Briefing
Revision Time: | CO-ROM
1h:mm AM/F Certification
Classroom
Conferenc/Meeting
Course
Detail
Document
Exam
Shadow Assignment
Video
Web Based

Description:

O, [PuBLIC

r

ZAPPROVER (2 Step - Generic Approvers)

25UPER (2 levels of supervisor approval)
2EUPERBUDGET (2 Step - Supervizor and Budget)
2EUPERTC (2 Step - S i ind Training Coordinst
ZEUPERBUDGET izor, Budget, Super
FSUPERTC (3 Stey

45UPER (4 Step - Supervisors, Training Coordinator, Training Officer)

EXTERMAL (External Approwal)
SUPERCRLY (Supervizor only)
WERIFY (“Werify External Training)

r)

D%&pprwal Recjuired
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Adding an Item Record

Step Activity View
8. Enter a descnp“on for Description:  (This fs where the information about the fiem fhl the user sees when searching ine catdlog)
the new Item.
9. Inthe Related Subject Related Subject Areas
Areas box, click the { % add
Search icon @ and select -

the proper subject area(s)
associated with the new

Item.
10 Click Next.
1 1 . I.I: the |tem iS InStrUCtor' Add Hew Schedule Offering Segment Template
Led, fill in the default * Day * Duration Offset

Segment Description

Segment Description,
Day, and Offset (if any).

1 G.00

12. Click Add.

13. Repea'[ StepS 11 and 12 Add Hew Schedule Offering Segment Template
as needed, to create
more default segments.

* * i
Segmert Description Day Duration Orfset

1 g.00

14. When you have all the

segments you need, click
Next.

15. Team AglLearn takes care

of all content object-
related data for online
Items; click Next.

16.

Enter the Catalog name Related Catalog
and click Add;

oK G e
Click the Search icon &
and search for the

catalog(s) you want.



Adding an Item Record

Step Activity

17. Select a Flag, if
necessary.

18. Indicate the last day of
the flag’s appearance.

19. Enter text in the Reason
box that will appear to the
User when the cursor is
passed over this Item in
the catalog.

20. Enter an expiration date

for the Item in the

Expires field, if

necessary.

21. Click Next.

22. |f you want to continue on

and create a Scheduled
Offering for this Item,
check the Schedule an
offering of this item now
box in the lower left
corner of the screen.
23. Verify your information. If
you are satisfied, click
Submit to complete, or to
launch the Create
Scheduled offering
Wizard.

Flag: b
Ut @

Reazon:

Feazon:

Expires:

B

& Schedule an offering of this tem now

51



Caution: Do not select
a different tab prior to
clicking Apply
Changes or all
changes will be lost.

Editing an Item Record

Activity

Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results display,
locate the desired Item.

Tip: Use Ctrl+F to quickly
find an Item on the screen.

Select the corresponding
Edit icon to view the
Item’s Summary tab
information.

Click the appropriate tab
to edit data.

Make the appropriate
changes and click Apply
Changes.

View

Learning

S
%uled Offerings

Classes

Case sensitive search: O ves @ Na

tem Types: Starts With + =
ferm 10 Startz With

Revigion Date: m

[ ]

Revision Number: Starts \With | »

ftem Title: Starts with

tterm Status:

@ active O Nat active O Bath

tem Clagsification: Starts With |« E=|

Cnling Seftings: ] Has online content
Damains: Starts WWith b ¥
Subject Areas: Starts With w =

Aszsessment A D Placeholder for employees not reguired to take Securty
USDA-CYBERSECURITY-XMPT-FY06 (Rev Literacy and Basics training
6952006 03:21 A EST)

]
CD-ROM USDA-CYBERSECURITYCD-FY06 [} [1] | USDA Security Literacy and Basics FY 2008 by €D
(Rev 11/3/2005 11:45 AM EST)

i

Web Based USDA-CYBERSECURITY-FY06 b D USDA Security Literacy and Basics FY 2008
(Rew 11/8/2005 11:42 AMEST)

Aszsessment ] |:| Placeholder for employees not required to take Security
USDA-CYBERSECURITY-XMPT-FY06 (Rev Literacy and Basics training

6/9/2006 03:21 &AM EST)
CD-ROM USDA-CYBERSECURITYCD-FY (6 D |:| UsDA Securty Literacy and Basics FY 2006 by CD
(Rew 11/8/2005 11:45 AM EST)

Wb Based USDA-CYBERSECURITY-FY#6 12 LUSDA Security Literacy and Basics FYy 2008
(Feer 1108/2005 11:42 A EST)

Pricing Chargehack Catalogs Subject Areas Stanclard Options
Online Settings Motifications Materials Ohjectives Grading Options Cost Calculation
Curricula Competencies Custom Figlds Reguests Rost Reasons Substiutes
m Design Data Delivery Data Prerequisites Documerts Tasks

apply Changes

Tip: If an Item can not be located, search for the Item in other domains. During data entry, the Item may have been mistakenly placed

in an incorrect domain.
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Copying an Item Record
Step Activity View

1. Select the Learning Learning
menu.

2. Select Items.

s
%uled Offerings

Clazzes
3' On the > SearCh .SCI‘een, Caze zensitive search: O Ves @ Mo
enter the_approprlate fem Types: T =
search criteria.
. ttern I0: Startz With »
Note: See Managing Data Fevision Deta. -
Entry and Searches for (MDD |
more detailed information on  revision numper Starts With
SearChlng' tterm Title: Starts With »
ftem Status:

@ active O not active O Beth

ttemn Classification: Starts with + E=|

Onlineg Settings: [1 Has online contert

Domsins: Starts With v b

Subject Aress: Starts With B E=|

4. Click Search.

5. Onthe Results tab, T

(Rew 11/8/2005 11:42 AM EST)

]
H Aszsessment A E| Placeholder for employees not reguired to take Securty
IOcate the deslred Item . USDA-CYBERSECURITY-XMPT-FY06 (Rev Literacy and Basics training
. . 6952006 03:21 A EST)
Tl p . Use C'[rl +F to qu |Ck|y CD-ROM USDA-CYBERSECURITYCD-FY06 [ [L] | USDA Security Literacy and Basics FY 2006 by CD
. (Rev 11/3/2005 11:45 AM EST)

fl nd an Item On the SC ree n . eb Based USDA-CYBERSECURITY-FY06 ® E| USDa Security Literacy and Basics FY 2008 ‘

|

6. Selectthe corresponding  ErEEEEEEEEEEEET

H H H Aszsessment A E| Placeholder for employees not required to take Security
Ed It ICOn tO VIEW the USDA-CYBERSECURITY-XMPT-FY06 (Rev Literacy and Basics training
6/9/2006 03:21 &AM EST)

Item ,S S u m ma ry ta b CD-ROM USDA-CYBERSECURITYCD-FY (6 o E|

(Rew 11/3/2005 11:45 AM EST)

information. o

Wb Based USDA-CYBERSECURITY-FY#6 14 [ USDA Security Literacy and Basics FY 2008
(Feer 1108/2005 11:42 A EST)

USDa Security Literacy and Basics FY 2006 by CD

7. Click Copy Item....

apply Changes
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Copying an Item Record

Step
8.

10.

1.

12.

13.

14.

15.

16.

54

Activity

Select the Item Type
from the drop-down list.

Complete the New Item
ID field. (Check current
AgLearn naming
standards.)

Click the New Revision
Date Calendar icon and
select a new revision date
for the Item.

Enter a Revision Time.

Select the correct Time
Zone from the Time Zone
drop-down list..

Select Copy Authorized
to Instruct Data to copy
this data to the new Item.

Select Copy Substitutes
Data to copy this data to
the new Item.

Select Copy Related
Competency Data to
copy this data to the new
Item.

Select Copy Related
Document Data to copy
this data to the new Item.

View
* ftem Type: e
. e
* ftem 10 A zzessment
Revizion Date; Auclio
E Briefing
. ) CO-Rion
R Tirme:
SvIEtan 1ms Certification
Classroom
Time Zaone: ConferencMiesting
o ) Course
Fevizion Mumber: Dietail
Document
Title: Exam
e Shadow Assignment
Classification: Yiden
Soyrce D Wb Based
Mewy Hem 1D
Merwy Revizion Date: @ 112002006

Revizion Time:

Time Zone: EST (Eastern Standard! Time) v

%Dpy Autharized to Instruct Data

%Dpy Substitutes Data

%Dp"f Relsted Competency Data

%Dp‘y‘ Related Document Data



Copying an Item Record

Step
17.

18.

19.

20.

21.

22,

23.

Activity

Select Copy Related
Task Data to copy this
data to the new Item.

Select Copy Prerequisite
Data to copy this data to
the new Item.

Select Copy Request
Data to copy this data to
the new Item.

Select Copy Online
Settings to copy this data
to the new Item.

Select Copy Instructor
Costs to copy this data to
the new Item.

Select Add the new Item
to the catalog to add the
item to the catalog.

Click Copy.

Note: If the record is not
associated with any other
element in the application,
there will be a Delete old
record after copy check
box. Select the checkbox to
delete the old record after
making a copy.

View

%DW Relsted Tazk Data

%Dpy Prerequisite Data

Ej{%np‘f Request Data

%Dp? Online Settings

IE,\\?DFI‘:.-' Instructor Costs

E:E.l\dd the newy item to the catalog

Tip: If an Item cannot be located, search for the Item in other domains. During data entry, the Item may have been
mistakenly placed in an incorrect domain.

Tip: To avoid data formatting errors when entering dates, use the Calendar Icon Assistant.

Note: See Using the Selection Icon Assistant for more detailed information pertaining to the Selection icon. See Using
the Calendar Icon Assistant for more detailed information pertaining to the Calendar icon.
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Deleting an Item Record

Step

1.

Activity
Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results display,
locate the desired Item.
Tip: Use Ctrl+F to quickly
find an Item on the screen.

Select the corresponding
Edit icon to view the
Item’s Summary tab
information.

Click Delete.

Click OK in the
Confirmation box.
Caution: Be certain that the
Item selected should be

deleted. If unsure, click
Cancel.

View

Learning

S
%uled Offerings

Classes

Casze senszitive search;
tem Types:
ttem ID:

Revision Date: E
(MDD )

Revision Murmbet:
ttem Title:

tem Status:

tem Classification:
Online Settings:
Domains:

Subject Areas:

Azsessment
USDA-CYBERSECURITY-XMPT-FY06 (Rev
6952006 03:21 A EST)

CD-ROM USDA-CYBERSECURITYCD-FY 06
(Rev 11/3/2005 11:45 AM EST)

‘Weh Based USDA-CYBERSECURITY-FY06
(Rew 11/8/2005 11:42 AMEST)

O ves @ o
Startz Wwith -~ =

Startz With

Starts With (s

Startz With

® active O nat sctive O Bath

Startz with =
|:| Haz online content

Startz With v h 4

Starts With v =

1 E| Placeholder for employees not reguired to take Securty
Literacy and Basics training

L[ | UsSha Security Literacy and Basics FY 2008 by CD ‘
A E| USDa Security Literacy and Basics FY 2008 ‘
|

Aszsessment
USDA-CYBERSECURITY-XMPT-FY06 (Rev
6/9/2006 03:21 &AM EST)

CD-ROM USDA-CYBERSECURITYCD-FY (6
(Rev 11/8/2005 11:45 AM EST)

‘eh Based USDA-CYBERSECURITY-FY06
(Feer 1108/2005 11:42 A EST)

1 E| Placeholder for employees not required to take Security
Literacy and Basics training

2[5 | usDa Security Literacy and Basics FY 2006 by CO

o] ,E UsDa& Security Literacy and Basics FY 2006

Apply Changes

Copy Itern.. | Schedule %

Microsoft Internet Explorer

9

e

.:/ Are vou sure wou wank to delete this ikem?

I K, wl Cancel ]




The Item Revision Assistant

When editing an Item to create a new version (a revision) of that Item, the Item
Revision Assistant provides on-screen instructions for each step of the revision

process.

The Item Revision Assistant steps include: Step 1: Item Revision (Revision # and
Date); Step 2: Item Revision (Relationships and Instructors); Step 3: Item Revision
(Making Item Production Ready); Step 4: Item Revision (Update Curricula and
Learning Plans); and the Final Step: Complete, which displays all of the choices

made in

previous steps.

The Item Revision Assistant

Step
1.

Activity

Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results display,
locate the desired Item.

Tip: Use Ctrl+F to quickly
find an Item on the screen.

Select the corresponding
Edit icon to view the
Iltem’s Summary tab
information.

View

Learning

S
%uled Offerings

Classes

Case sensitive search: O ves @ Na

tem Types: Starts With » =

tem ID: Starts with %

Revigion Date: E

[ ]

Revision Number: Starts \With | »

ftem Title: Startz With

ttem Statuis: @ active O not active O Beth

ttem Classification: Sharts With E=|

Cnline Seftings: [J Has online cortent

Domains: Starts With v ¥

Suhiect Areas: Starts With w =
gem. e

Classroom THG-CYBER (Rev 1.0 - 104 4:2005 D D Cyher Security for Training Administrators

01:52 Phd EST)

Wk Based THG-CYBERSECURITY-FYo6
(Rew 272772006 05:00 AM EST) %
Wiet Based THG-CYBERSECURITY-FYOT
(Rev 11/5/2006 0324 AM EST)

DI security Basics

i[5 Security Basics

Title

Classroom THG-CYBER (Rev 1.0 - 1044/2005 D D Cyher Security for Training Administrstors

01:52 PM EST)

ek Based THG-CYBERSECURITY-FY06
(Rew 20272006 05:00 AMEST)

Wieh Based THG-CYBERSECURITY-FYOT
(Rev 11/8/2006 09:24 AMEST)

D[ Security Basics

[D[5  secwrity Basics
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The Item Revision Assistant

Step
7.

10.

1.

12.

13.

14.

15.

16.

17.

Activity

Click the Revise... button
to start the Item Revision
Assistant.

Click the Revision Date
calendar icon to select
and enter a revision date.

Enter a revision time in
the Time field.

Click the Time Zone
selection icon to search
for and enter a Time
Zone.

Enter a Revision
Number.

Enter a revised Title, if
applicable.

Click Next to move to
Step 2.

Select the Yes check box
to copy the substitute
relationships for this Item
to the new revision.

Select the Yes check box
to allow all authorized
instructors to be
authorized to teach the
new, revised ltem.

Select the Yes check box
to include the online
settings in the new
revised ltem.

Note: This check box only

appears when an online
Item is being revised.

Click Next to move to
Step 3.

View

apply Changes W Copy Item... | Schedule

Mewy Revizion Date: % 11721 2006

Time: 0219 PM

Time Zone: EST (Eastern Standard Time) v

Revizion Mumber:

Title:

Step 2: kem Revision

Do you wish to copy the substitute relationships for this item to the nevy revision? [ ves
Do you wish to change all authorized instructors to the new revision? es

Thiz tern has online settings. Do you wish to include the online settings in the nev revision of this tem? Yes

Step 2: kem Revision

Do you wwish to copy the substiute relationships for this tem to the new revision? Yes
Do you wish to change all authorized instructors to the new revision? Yes
This itern has online settings. Do you wish to include the online settings in the nesy revision of this item? k Bs

Step 2: kem Revision

Do you wish to copy the substibute relationships for this item to the nesw revision? Yes
Do you wish to change all authorized instructors to the new revision? Yes
This tern has online settings. Do you wish to include the online settings in the new revision of this tem? es




The Item Revision Assistant

Step
18.

19.

20.

21.

22,

23.

24,

25.

Activity

Click one of the option
buttons to indicate

whether or not to make
the new revision of this
Item production ready.

Click Next to move to
Step 4.

Select the Yes check box
to inactivate previous
revisions of this Iltem.

Select the Yes check box
to update all curriculums
potentially affected by the
new revision.

Select the Yes check box
to update learning plan
assignments potentially
affected by the new
revision.

Select the Yes check box
to change all future
scheduled offerings to
use/access the new
revision.

Make any curriculum-
related edits that are
necessary.

Click Next to move to the
Final Step.

View

ake this tem production ready.

(0 Do not make this tem production ready.

Step 4 tem Rewision

Do you wish to inactivate previous revisions of this tem? [¢] ves
Do you wish to updste curricula potentislly affected by this new item revision? Yes
Do you wish to updste User learning plan assignments potentially affected by this nevr item revision? Yes
Do you wish to change all future scheduled offerings to uselfaccess the newr revision? ves

Step 4: ke Revision

Do you wish to inactivate previous revisions of this tem? Yes
Do you wish to update curricula potertizlly affected by this new item revision? [¥] ves
Do you wish to update User learning plan assignments potentially affected by this new tem revision? Yes
Do you wish to change all future scheduled offerings to usedaccess the new revision? Yes

Step 4: tem Revision

Do you wish to inactivate previous revisions of this tem? Yes
Do you wish to update curricula potentially affected by this new tem revision? Yes
D you wish to update User learning plan assignments potentially affected by this newe item revision™ Yes
Do you wish to change all future scheduled offerings 1o usefaccess the new revision? es

Step 4: ltem Revision

D you wish to inactivate previous revisions of this tem? Yes
Do you wish to update curticuls potertially aftected by this new item revision? ez
Do you wish to updste User learning plan assignmerts potentislly affected by this new tem revision? Yes

D you wish to change all future scheduled offerings to uselaccess the new revision™

% Yes

Step 5: ltem Revision

Assignment Type :

LEG_MAND (Legisltively Mandatec) ¥ B8 11412008

Inttial Periodt | Days v Initial Beasis: Evert

FSAHQ-NewEm)  (FSA New Employes Requirements)
il Mumber.  [7
Retraining Mumker: 7

Retraining Periott | Daps o |  RetraningBasis | Evert v

Add the revised item to this curriculum using the information above
(Do not check the checkbox if you do not warnt to add the revised tem to the curriculum.)
(FSIS-Computer Skills Training) LEG_MAND [Legislatively Mandated) %

Intial Periodt | Daps v

FSIS-Computer B 11412008

Initisl Mumber: (a0 Initial Basts: | Event s

Retraining Humbsr. Retraining Period  [Daps |  FRetranngBasis [Event v

Add the revised item to this curriculum using the information above

(Do not check the checkbox if you do not warnt to add the revised tem to the curriculum )
(SC Newy Emplayes Orisrtation) REC (Recommended) v m
Initsl Biasis:

SC-NRCS-0007

Initisl Mumber: 50 Initisl Period [ pas v Calendar (v

Retraining Mumker: 7 Retraining Period [ Daps o |  FetranngBasis | Evert v

A dd the revised item to this curriculum using the information ahove.
(Do not check the checkbox if you do not want to add the revised item to the curriculum.)
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The Item Revision Assistant

Step Activity View
26. Review the display of
1 Revise tem
SeIeCtlonS made and data trem: Wiek Bazed USDA-CYBERSECURITY-FY06 (Rev 11/53/2005 11:42 AM EST)
entered in the previous New Revision Date: 111112005 0219 PM EST
Mew Revizion Mumber. 20
Ste pS . Mew Revision Title: USDA Security Literscy and Basics FY 2006
. . . Copy Substitutes: Mo

Tl p . CIle the Prev 10US Update suthorized Instructors Yes

. Capy Online Settings: wes
button to move to previous e o Predasion ot y
screens to revise any data oo Prvioss oo Yox
entered Update Curricula: Yes

' Upidate User Learning Plans: “es (3 curriculs selected)

Upitate Future Scheduled Offerings: Yes

27. Click Run Job Now or
Schedule Job to have
AgLearn complete the
assignment to User
record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Fun Job Maow Schedule Jab

28. Review and revise any of Pricing Chargeback Catalags Subject Areas Standarst Options
Online Settings Motifications Materials Ohjectives Grading Options Cost Calculation
th e Other Ite m data as Curricula Competencies Custom Fields Requests Rzt Reasons Substiutes
req u | red . m Design Data Delivery Data Prerequisites Documents Tashks

Caution: If a Validation
Error appears, you must
correct the errors before the
Assistant can be completed
and the job scheduled.

Note: See Edit an ltem
Record for more information
on editing Items.

Caution: Do not use the browser’s Back button when using AgLearn — use the menus, links, and breadcrumbs to
navigate.

Tip: To avoid data formatting errors when entering dates, use the Calendar Icon Assistant.

60



Notes

You can perform either
a Simple or Advanced
Search depending
upon the level of detail
you need for your
search.

If the document is in an
incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.

After selecting the
View link, the > Search
> Search Results >
View Summary screen
appears.

Managing Documents

A document is any media item (book, videotape, procedure, manual, audiotape,
regulation, etc.) for which a record has been created, enabling it to be tracked.
Documents are associated with Items, Curricula and/or Tasks.

Document management tasks are accessible from the References > Documents
menu.

Managing Document subtasks include: View a Document Record, Add a
Document Record, Edit a Document Record, and Delete a Document Record.

______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario

The current version of the Intro to Microsoft Excel (TRN-DOCUMENT1) job aid must
be verified. Find the document and verify that the current version has been reviewed
for its applicability to the course material.

Viewing a Document Record

Step Activity View

Content

1. Select the Content menu.

2. select Documents. Objectives
Documents
+ Tool
3. On the > SearCh _Screen’ Caze sensitive search; .O. Vs .@. Mo
enter the appropriate
search criteria. Document ID: Starts With
Note: See Managing Data Title: Starts With |w

Entry and Searches for
more detailed information on
searching.

4. Click Search.

5. Locate the desired Tite

12082004 [CL[S]  SupervisorSafety

d ocume nt. 121 [% IS AdLearn Usage inthe Field
. . 2[5 Supervisary Trainin

Tip: Use Ctrl+F to quickly = e

find an Item on the screen.

o

6. Select the corresponding

View icon to view more 12082004 | [
information. 191 EE’D

160 =
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Notes
Adding a Document Record

Step Activity View
The purpose of 1. Select the Content menu. [Eilacm
creating a document
record is to associate 2. Select Documents. Ohiectives
the document with an Docuppents
Item or Curricula. + Tool
There is a Document
tab in the Item and in 3. Select the Add New link
the Curricula record © o search| M@'EW | Help |
that is used to create
the association. See .
Edit an Item for 4. Enter a document I.D In * Dacument ICx
additional information. the Document ID field.
Once a Document oy
record is in AgLearn, it S. Enter a document title in -~ rue
is assigned to Items the Title field.
and Curricula through 6 _
the Items and Curricula - Select the Active check active: A tive
menus. box if the document is
active.
7. i
Click th_e Document Type Document Type:
search icon to search for
and enter a document '
type.
8. . .
_Cllck the Domain search + Dormaint Q, [FuBLC
icon and select the \ﬂ_n)
domain.
Type the e;lehctronic 9. Enter the Source, —
address of the Author, Location and .
document in the Rev. No. (revision hutner
Location field to create .b .f h Location:
the link from the number) for the _
Document in the Item document. Rev. o
with the actual
Document. 10. Click the Revision Date . _
. ey, Date:
calendar icon to select @
and enter a revision date.
11. Enter the Reviser, Reviser
Approver, and Approver:
Comments for the Comments:
document in their
respective fields.
Caution: A Validation 12. Click Add. -
Error field will appear if

all required fields are
not complete.
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Notes

If the document is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Use Ctrl+F to quickly
find an Item on the
screen.

Required fields are
identified by a red
asterisk. Although
remaining fields are not
required, you should
complete as many as
you feel necessary.

Editing a Document Record

Step Activity

1.
2.

10.

Select the Content menu.

Select Documents.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
document.

Select the corresponding
Edit icon to review the
document information.

Select the Active check
box to indicate the
document is active.

Click the Document Type
search icon to select a
document type.

Click the Domain search
icon and enter a different
domain, if appropriate.
Caution: Domain is a
Required Field.

Enter the Source,
Author, Location and
Revision Number for the
document in their
respective fields if this
information has changed.

View

Content

Ohjectives
Documents:
+ Tool

Case sensitive search: O veas @ o
Document [0 Startz “With
Title: Starts With
FS-test [S]E)
SERO - %P m DD

FZ-test
SERC - SFEP 01

Active:

Active

Document Type: %

* Darmain:

Source:
Avthar:
Locatian:

Fewvizian Mutnker:

Q,

&)

PLUBLIC

Summer Outreach
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Notes

The Needs Review
check box will be
automatically checked
when the revision
numbers of the
Documents and/or
Curricula are changed.
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Editing a Document Record

Step
11.

12.

13.

14.

15.

16.

17.

18.

19.

Activity

Click the Revision Date
calendar icon to select
and enter a revision date.

Enter the Reviser,
Approver, and
Comments for the
document in their
respective fields if this
information has changed.

Click on the Item tab to
review the Items to which
the document is linked.

Select the Needs Review
check box where
appropriate.

Note: The Needs Review
check box will be
automatically checked when
the revision numbers of the
Document and/or Item are
changed.

Click on the Curricula tab
to review the Curricula to
which the document is
linked.

Select the Needs Review
check box where
appropriate.

Click on the Tasks tab to
review the Tasks to which
the document is linked.

Select the Needs Review

check box where
appropriate.

Click Apply Changes.

View
Revizion Date:
[ARAITD ™ ) @

Revizer:

Approver:

Comments:

(e

% Yideo ARS-FD-SHEM We All W all play & role (ARS SHEM Program)

Play a Role (Rev 7/20/2006
0551 AMEST)

THG-Security 101 Bazic Security

% THG-SECURITY 101 Basic Security 101 Introductory Task

apply Changes



Notes
Deleting a Document Record

Step Activity View
1. Select the References Content
menu.
2. select Documents. Ohjectives
Documents
+ Toal
3. On the > Search _Screen’ Caze sensitive search: O ves & no
enter the appropriate
search criteria. Document ID: | Starts with | | |
Note: See Managing Data Tile: | Starts With v | | |

Entry and Searches for
more detailed information on
searching.

4. Click Search.

If the doczmen_t isinan 5. Locate the desired rae
Incorrect. Omall’]., a document. aERo - ke o1 DD Summer Outreach
person with the right . _ ==
permissions will need Tip: Use Ctrl+F to quickly

to move the find a document on the

corresponding record screen.

to the correct domain.

6. Select the coresponding [T VN

Edit icon to delete the F5-test il
document record. SERQ - SFSP 01 I L@

7. Click Delete.

8. Click OK in the . x|
Confirmation box. Microsoft Internet Explorer Ea3

\‘i\’l‘) Are wou sure you wank ko delete this document?

[ ok ] [ Cancel ]
b
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Notes

You can perform either
a Simple or Advanced
Search depending
upon the level of detail
needed.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Note: A Scheduled
Offering is also
viewable by clicking the
Calendar View tab on
the > Search screen
and then the desired
Offering ID link to open
the corresponding
record.
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Managing Scheduled Offerings

The Scheduled Offering Wizard is used to create a scheduled offering, assign it
resources, and break it up into segments with the appropriate resources. You can
enter the vital information and then edit it later on. You will assign an item, set up the
segment, and select resources. The system will alert you to any scheduling conflicts
right away so that you are aware of them and can make the necessary adjustments.
The Calendar Preview gives you a graphic view of your new offering and the
conflicts. Subtasks pertaining to Scheduled Offerings are accessible from the
Scheduling menu. Scheduled Offering-specific subtasks include the following: View,
Add, Edit, Copy, Cancel, Close, and Delete a Scheduled Offering Record, and
Use the Scheduled Offering Notification Assistant Tool.

Viewing a Scheduled Offering Record

Step
1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

In the Grid View, locate
the desired Scheduled
Offering.

Tip: Use the Ctrl+F function

to quickly find a Scheduled
Offering on the screen.

Select the corresponding
View icon to view more
information.

View

Learning

ftems

Scheduled Oiferings

Cl B
Offering Type: O ttem oftering type O Schedule Block offering type @ Both
Scheduled Offering IDr Starts With %
temiSchedule Black ID: Starts With
Description: Starts with |+
Start Date After:

10i2652008

(MMDDAY YY) m
Start Date Before: m
(MMDDA YY)
908 D |:/ Clazsroom THG-AS-AGLEARH (Re 11162006 12:00 A EST)
403 D |:/ Clazsroom THG-MSPOWERPOINT-101 (Rev 7572005 01:09 PM EST)
404 D D Clazsroom THG-MSPOWERPOINT-101 (Rev 7872005 01:09 PM EST)

Scheduled Offering ID
039 A |

[
403 B
404 {DD



Notes

Required fields are
identified by a red
asterisk. Although
remaining fields are not
required, you should
complete as many as
you feel are necessary.

If you create a
Scheduled Offering for
an online item,
unregistered users will
not be able to launch
that item. Registered
users will only be able
to launch the item
during the defined
segment time periods.

By using the selection
icon, the Item ID and
Title automatically
appear in their

Step

1.

Activity

Select Add New
Scheduled Offering from
the QuickLinks menu.

Click the Item option
button.

Note: Item is the default
selection.

In the Identify the
Scheduled Offering box,
click the Search icon
next to the Item ID field to
find the item for which you
want to create the
offering.

Selecting the item in this
manner will automatically
fill in the Item Type and
Title fields.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired Item
and select the
corresponding Select link.

Add a New Scheduled Offering Record

View

Qluick Links: -

Record Learning
Create Learning Item

Manage User Mesds ‘

Select Scheduled Offering Type

() Schedule Black

'@' ftetm
s

2. ldentify the Scheduled Offering
* ftem Type: A

* ftem 10 {I)_.-,)

Title:

Case sensitive search: O ves @ Na

tem Types: Starts With » E
ftem 10 Startz With

Revigion Date: E

[ ]

Revision Number: Starts \With | »

ftem Title: Startz With

ttem Statuis: @ active O not active O Beth

tem Clagsification: Starts With |« E=|

Online Seftings: [ Has online content

Domairs: Starts With v g
Suhiect Areas: Starts With = E=|
Records per Page| 10 % page: 12 | Nexts (12 total recards) Page|1 of2 B

Title

Clazstoom THG-MSEXCEL-101 (Rev 7/3/2005 Basic Excel Sefect
11:06 AW MST)

Classroom THG-MSEXCEL-102 Intermediste Excel Select

(Re 1041472005 01:21 P MST)
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Notes

respective fields

A segment is a unit of
time within a
Scheduled Offering.
Segments enable these
units to be associated
with resources, such as
a location, instructors
and equipment.

The Time Zone field
defaults to the time
zone in which the
Scheduled Offering will
occur.
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Add a New Scheduled Offering Record

Step
7.

10.

1.

12.

13.

14.

Activity

Click the Domain
selection icon to search
for and enter a domain.

From the Facility drop-
down list, select the
facility where the
scheduled offering will
take place.

Click the Segment Start
Date calendar icon to
select and enter a start
date.

Note: A Scheduled Offering
must have at least one
segment.

Enter a start time in the
Segment Start Time
field.

Note: Use the following time

convention — hh:mm
AM/PM.

Click the Time Zone
drop-down list to search
for and enter the correct
time zone.

In the Select Resources
section, click the Primary
Instructor drop-down list
to search for and select
an instructor authorized to
teach the Scheduled
Offering.

Click the Primary Location
drop-down list to search
for and select the primary
location for the scheduled
offering.

Click the Equipment drop-
down list to search for
and select equipment to
be reserved for the
scheduled offering.

View

Q,

)

5{ARS-PortalsDC-RIS0S (OC Training Room (Portals Bidg.})
ASC (Pan Am Buiding, PA130)
PYPONMUPONY 5.1 1iaiional Training Center (BLM National Training Center ocated in Phoenix, AZ)
CFO-1623%outh (Room 1623 South)
temType: | coppEs Buiding#1 (Buiding number 1)
“temi: Ol |CSREES-Buiding#2 (NUMBER 2)
CSREES-SEU (Southeastern Universty S01 1 Strest SW)
Tite CSREES-Waterfront (CSREES Waterfront Centre)
(|t Council Chambers (Petersburg - City Council Chambers)
Comfort Sutes Inn - Ogden (2250 . 1200 W. 801-621-2545)

* Darmain: PLBLIC

@ tem ©

* Domain

Facilty:

3. et Up the Segment
© Start Date: "=
© Start Time:

Select Date

* Time Zone: America/New “ork (Eastern Standard Time)

* Start Time:

B V2 R - ri=rica/New Y ork (Eastern Standard Time) %

4. Select Resources

Primary Instructor:
Primary Location:

Equipment: -

Primary Location:

Equipment:



Notes

The search results will
reveal only catalogs
associated with the
item.

Add a New Scheduled Offering Record

Step

15.

16.

17.

18.

19.

20.

21.

Activity

Click Refresh.

You may show the
schedule dates for any of
the reserved resources by
pulling down the
Resource Usage View
Menu.

Click Next.

The catalog(s) associated
with the item will appear.
You do not need to click
the search icon unless
you remove a catalog and
then decide include the
catalog in the Scheduled
Offering.

Click Next.

Review the summary
screen to confirm that the
data for the scheduled
offering is correct. If
necessary, click Previous
to return to earlier
screens to modify data.

When you are sure all
data is correct, click
Submit to create the
record and display the
Summary tab.

View

[Refresh

Sunday|Monday|Tuesday|[Wednesday| Thursday|Friday | Satur day

26 27 28
3 4 &)
10 11 12
17 18 19
24 25 26
3 1_2

29

&

13

20

27

3

30

Legend: D - Schedule Dates @ - Conflict

1

8

15

22

29

3

2

Schedule Date Time

Start Time End Time .
12025/2006 03:00 AW 12/25/2006 04:00 PR
Resource Usage view: |Location %
Related Catalog
e wzzl
List of Selected Catalogs Remove All
Cuy o
CSREES CSREES Catalog Remove
Confirm
Title: CSREES-Introduction to PowerPoint
Identifier: Classreom CSREES-PowerPoint-1 1119454435000
Schedule Segments Information:
5/29/2008 09:00 AN 5i29/2008 05:00 PM
Resources Used:
Instructor: CSREES-JohnDoe
Location: CSREES-TrainingRoom-A
Equipment CSREES—Projectorl8
Publishing Information
Publish to 1 Catalog(s)
Catalog ID Catalog Description
CSREES CSREES Catalog

=
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Notes
Add a New Scheduled Offering Record

Step Activity View
22. Click the Approval Approval Process ID: %
Process ID drop down list

to select the approval
process associated with
the scheduled offering.

23. Select the Approval Approval Required:
Required checkbox if %
approval is required for
users to enroll in the
scheduled offering

24. Enter the name of the Contact:
point of contact for the
scheduled offering.

25. Enter the point of Email
contact’s e-mail address
in the Email field.

26. Enter the point of Phone:
contact’s Phone and Fax
numbers (if available) in
their respective fields.

Fax:

27. Select or deselect the # ctive:
Active check box to affect -
the Scheduled Offering’s
availability.

Note: The default setting for
the Active check box is

active.
If you clear the 28. Check the Auto Fill Auto Fill Registration:
checkbox, the offering Registration checkbox, if

is inactive and
unavailable for users to
view or edit unless they

you wish to automatically
replace users who

have been assigned withdraw from the
permission for inactive scheduled offering with
items. users on the waitlist.

29. Enter Comments to
describe the scheduled Comments:
offering to other
administrators.
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Notes

This is the last date
when enrollments to
the offering should be
allowed. Users are
warned, but not
prevented, from making
enrollments after this
date.

If you attempt to
register more users
than the maximum
capacity, you will be
warned but not
prevented from
recording the
enrollments

Add a New Scheduled Offering Record

Step

30.

31.

32.

33.

34.

Activity

In the Edit the
Registration for the
Scheduled Offering
section, click the
Calendar icon to set the

Registration Cut-off Date.

Enter the Registration
Cut-off Time.

Enter the minimum
registration needed to
conduct the offering, and
the maximum registration
capacity.

Check the Self
Registration checkbox if
users should be allowed
to register themselves in
this offering from their
Learning Plan.

Click Apply Changes.

View

Registration Cut-off Date: @

Registration Cut-off Time:

Minimum Registration:

Maximum Registration:

%elf Registration

—
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Notes
Edit a Scheduled Offering Record

Step Activity View

Inform students that 1. Select the Learning Learning
they can perform either

f menu.
a Simple or Advanced
Search depending
upon the level of detail Selec_t Scheduled ;ems T
they need for their Offerings. cr T
=
search.
3. On the > SearCh SCI'eeI"I, Search Scheduled Offerings
enter the appropriate s, o4 can i sl of remors semh rteta o fatner et vau semrar o o el
search criteria. e o
) ase senstive search: Yes Mo
NOte: See Ma‘n aglng Data Offering Type: O tem otfering type O Schedule Block offering type ® Bath
Entry and SearCheS fOI’ Scheduled Offering 1D: Starts With %
more detailed information on . echedue fiock o S wih
SearChIng Description; Starts Wwith w
?;;‘&?}5 \f\f‘s; ) f1ozezo0s
e @
4. Click Search. =
Remind students that 5. Locate the desired Scheduled Offering ID Item/Schedule Block
rggﬁ;#legdﬂ§|das rae_rg Scheduled Offel‘lng and 403 ?: hc,‘lgi)smnm THG-MSPOWERPOINT-101 (Rev 7/S(2005 11:09 A |
aSterISk A|¥h0ugh Select the Correspondlng 404 uu ;Iﬂlg%sroom THG-MSPOWERPOINT-101 (Rev 7/8/2005 11:09 AM |
remainiﬁg fields are not Edit icon to edit _the
required, students Scheduled Offering.
should complete as Tip: Use Ctrl+F to quickly
many as they feel are find a Scheduled Offering.
necessary.
6. Make the appropriate Matifications Cost Calculation Cost Summary

changes to information on [ I  Ssaments Registration
the Summary tab.

7. Click Apply Changes. apply Changes |

8. Click the Segments tab Motificeations Cozt Calculation Cost Summary
and make the appropriate summary [ | Registration
changes.

9. Click Apply Changes. [apply Changes |
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Notes

Edit a Scheduled Offering Record

Step Activity View
10. Click the RegiStration_ tab Cozt Calculation Cost Summeaty Pricing
and make the appropriate Segments Registration Contacts
changes.
Note: To learn more about
adding Users to a
Scheduled Offering, see
Managing Scheduled
Offering Registrations. To
learn more about adding
slots to a Scheduled
Offering, see Managing
Scheduled Offering Slots.
11. Click Apply Changes. apely Changes |
12. Click the Contacts tab. Cost Summary Pricing Catalog
Registration m daterials
Inform the StUdentS that 13_ Select Add one Or more Add a Contact to the Scheduled Offering
|f they knOW the US ers (I nstru CtorS) from Erter Userdnstructor ID and select Cortact Type or acd one or more:Uzers from list or add one or more instructors from
Learner/Instructor ID, list to select and enter a :
they can enter It @instructor O User M
directly in the contact.
Learner/Instructor ID
field, select the
appropriate option
button, and click Add.
Inform the students that 14. On the > Search screen Search Users
if they know the - ’ - - :
enter the a r-o rlate Enter a value for each field that you want to us.et.n fitter your sesrch. Some fields allowe youto select from a list of
|nStrUCtOI’ ID, they can Search Crltgrrl)a p walues. You can also add or remove search criteria to further refine your search.
enter |t dll’ecﬂy Il’l the ’ . Case sensitive search: Q ez @ Mo
Instructor ID field, Note: See Managing Data User St v
select the appropriate Entry and Searches for LostName: StatsWih v
option button, and click more detailed information. S— S
Add Micidle Initizl: Sharks With &
User Status: @ active O not active O Bath
Domaing: Starts ith - A
15. Click Search. [search|
16. On the Results display’ Records per Page | 10 1| page: 123 | Nexts (30 total records) Fage |1 o132,
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select the Select check
box for each User to be
added as a contact.

Select Al # Deselect All

LEARMERO4
LEARMEROS
LEARMERDE

Learner, Alec

Learner, Bill E[k
1

Learner, Charlie



Notes

Point out that after the
students click Add, the
selected person(s) now
appears in the Update
the Contacts for the
Scheduled Offering
section.

Share the following
example with students:
The entire Scheduled
Offering (all segments)
may need three-ring
binders, but segment
two may be the only
segment requiring a
specific handout. So
the binders would be
assigned to the
Scheduled Offering and
the handout to segment
two.

Point out that after
students click Add, the
selected material
appears in the Update
the Materials for the
Scheduled Offering
section.

Edit a Scheduled Offering Record

Step
17.

18.

19.

20.

21.

22,

23.

24,

Activity

Click Add to return to the
Contacts tab.
Note: Repeat the last 4

steps to add additional
contacts on this tab.

Click the Materials tab.

Select the Add one or
more from list link to add
material(s).

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data

Entry and Searches for
more detailed information.

Click Search.

On the Results screen,
select the Select check
box for each material to
be added.

Select the type of material
from the Type drop-down
list.

Click Add to return to the
Materials tab.
Note: Repeat the last 4

steps to add additional
contacts on this tab.

View

-

Pricing Catalog Chargeback

contacts |l Custom Fisids

add one armare from list

Caze zenstive search: O ves @ o
htaterial IO Starts With |»
Description: Starts With %

| Search

T N
LaB-M Lak Kit, Incdoor PreiMark v

LaB-oUT Lab Kit, Outdoot Prevark

Pre Wiork

Pre wWiark

—
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Notes
Edit a Scheduled Offering Record

Step Activity View
|nf0rm StUdentS that if 25. SC[‘OII down to the Update Update the Materials for the Scheduled Offering
they Update ma'[el’la|S the Matel’la|3 for the Seleot All f Deselet All
for e Scheded Scheduled Offering. i
. LAB-IN Lab Kit, Indoor | pretwork v | 1 User | b ¥
need to click Apply section and make the LaBoUT Lab K, ook v | 1 User v | ]
Changes when done. appropriate changes. Quisaor

26. Click Apply Changes. [Apply Changes |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Step

Inform students that 1.

they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled 3.

Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Students may want to 6.

copy a previously
created Scheduled
Offering.

Activity

Select the Learning
menu.

Select Scheduled
Offerings.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering and
select the corresponding
Edit icon to edit the
Scheduled Offering.

Tip: Use the Ctrl+F function
to quickly find a Scheduled
Offering on the screen.

Select the corresponding
Copy Scheduled
Offering button.

Select the check box(es)
corresponding to the
element(s) of the existing
record that should remain
the same.

Click the New Start Date
calendar icon to select
and enter a different start
date.

View

Learning

tems

Copy a Scheduled Offering Record

Scheduled Hferings

Cl S

Search Scheduled Offerings

Erter a value for each fisld that you want to use to fiter vour search. Some fields allovy you to select from a list of

walues. You can also sdd or remove search criteris to further refine your search

Case sensitive search
Offering Type:
Scheduled Offering 1D:
ltem/Zcheduls Block ICr
Descrigtion:

Start Date After.
(MMDDAY Y YY)

Start Date Before:
(MMDDA YY)

| Search |

Scheduled Offering ID
403

404

Cptions:

O ves @ o
O tem oftering type O Schedule Block offering type ® Bath
Starts With v
Starks With |+

Starts Wwith v

M 10:26:2008

o

ltem/Schedule Block

Classtoom THG-MSPOWERPOINT-101 (Rev 7/52005 11:09 Akl

- WST)

EI_ D Claszroom THG-MSPOWERPOINT-101 (Rev 7/8:2005 11:09 AM

M3T)

|:| Copy Group Instance

|:| Copy Mevwy Scheduled Offering to the catalog

[] Use tem defaut segment day numbers

Fl Copy to consecutive Davs

* Mewy Start Date: @

1162006



Notes
Copy a Scheduled Offering Record

Step Activity View
Addlng a Scheduled _ 9. Select the appropriate * Schedule On Monday [7] Tussday [7] Wednesday [] Thursday [¥] Fridey [[] Seturday [ Sunday
Offering to a catalog is Schedule On check
optional. Some box(es)
predetermined )
Scheduled Offerings
are set up for required
attendees. Therefore
the Scheduled
Offerings should not be
in the catalog and
available for others to
register.
10. If the Original Scheduled [ owerride adjusted registration cut-off date
Offering had a registration Cutotf Date: Titme:
cut-off date, the new %

offering will cut off
registrations the same
number of days before
the offering.

If you change this date,
use the Cutoff Date
calendar icon to enter a
new cutoff date and the
Time Zone selection icon
to change the time zone.

11. Click Next. M

Inform students that 12. Select or deselect the
EEEV ‘f,a”r:cl:i‘;:ebg'n the Notification check box
by P y (whichever is appropriate)

selecting the
appropriate View link to have AglLearn send e-

Send Matification:

on the > Search screen mail notifications to those

and then clicking Copy persons who will be

Scheduled Offering affected by the changes
to this Scheduled
Offering.

Note: The default setting for
the Notification check box
is active.

13. Click Copy. [Copy |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.

Tip: To avoid data formatting errors, use the Calendar icon assistant.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Calendar icon.
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Notes
Cancel a Scheduled Offering

Step Activity View
Scheduled Offerings 1. Select the Learning Learning
that have enrollees can menu
only be deleted once i
they are cancelled. The
Cancel A Scheduled 2. Select Scheduled tems
Offering Assistant Offerings. Scheduled Offerings
provides an opportunity CI& ks

to notify enrollees and
those waitlisted and
move them to a request
list for the Item.

Instruct students to 3. SearCh fOI’ the SChed u Ied Search Scheduled Offerings
SearCh fOI’ thell’ Second Off H Erter & value for each fisld that you want 1o use to fiter your search. Some fields allow you to select from a list of
. erl n to be Canceled . walues. You can also a ar rEmyUVE =earch criteria to I.ly er refine your searc i
Scheduled Offering ID. 9 e ou e sl i hetetete e e your sesren
Case sensitive search: O ves & g
Remind students that Offering Type: O ttem oftering type O Schedule Block offering type &) Both
req u | red f|e | ds are Scheduled Offering ID: Starts With |+
identified by a red RemfSchedle Block I Starts Wih ¥
asterisk. Although Descrinion Stants With v
remaining fields are not Stat bl ater = finzeizo0s
required, students o
art Date Before:

should complete as (MMIDDIYYYY) 2
many as they feel are
necessary. 4. F|nd ‘[he SChedUIed Scheduled Offering ID _ tem/Schedule Block

Offe ri ng to be Can Ce Ied 403 % _ ;Ig%sruum THG-MSPOWERPOINT-101 (Rev 7/3/2005 11:09 &AM |

an d CI I C k th e Ed I t ICO n . 404 [ h(ilg%smom THG-MSPOWERPOINT-101 (Rev 7/3/2005 11:09 &AM |

5.  Onthe Summary screen,

click Cancel the Closed: Mo Close the Scheduled Offering
Scheduled Offering. Closed Date:
Cancelled: Mo Cancel the Zcheduled Offering
Cancelled Date: "5., }

6. Verify the Scheduled
Offering and
Cancellation Date.
Modify either as
necessary.

Note: The default date for
the cancellation is the
current date. A Scheduled
Offering can be cancelled on
a future date but not a past

* zcheduled Offering: Q. 403

* Cancellstion Dete: ™ 11mo006

date.
7. Click Next. m
Inform students that for 8. Click Next to skip the Edit
the purposes of this P M

Realized Costs screen.
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Notes
Cancel a Scheduled Offering

Step Activity View

training, Cost is not 9. Select the Add enrolled
gglggc?]dt?]rssssi%'uﬂ?‘ot waitlisted and pending

make any C?}langes to Users to the request list
the > Step 1 > Step 2 for this item check box if
screen. it is applicable to this

Scheduled Offering.

Add enrolled, waitlisted and pending Users to the request list for this tem

10. Select the Send

T . Send Motification to User
Notification to User, ]
Supervisor, Instruct_or, Send Matification to Supervisar
or Others, and Inactivate o
the Scheduled Offering Send Motification ta Instructar
check boxes if applicable. Send Matification to Others
Inactivate the Scheduled Offering

11. Click Next.

‘E

12. Review the summary of

. Step 4: Confirm
cancellation changes.

Zcheduled Offering 1D 403

Scheduled Offering Total (51 0.00

Reguest ttem For Users: Yes
Motify Users: Yes
Matify Supervisors: Yes
Matity Instructors: Yes
Matify Cthera: Yes
Imactivate the Scheduled Offering: Yes

13. Click Finish. Iilllﬁﬂ

Tip: Canceling a Scheduled
Offering can also be
accomplished from the
Summary tab on the >
Search > Search Results >
Edit Summary screen
within Scheduled Offerings.

14. On the Finished screen,

review the Scheduled

Offering’s status. Status:

& The scheduled offering has been successfully cancelled.
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Notes
Close a Scheduled Offering

Step Activity View
Inform students that 1. Select the Learning Learning
they will use the Close menu

Scheduled Offering

giﬂggﬁte;ogll?esr?ng of 2. Select Scheduled tems
an Item and/or activity. Offerings. Scheduled Offerings

Cl =3

3_ Search for the SChed u Ied Search Scheduled Offerings
Offerl n g tO be Closed Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of

walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search: O ves @ o

Offering Type:

O ftem otfering type O Schedule Block offering type @ Both

Scheduled Offering 1D Starts With %
ttemiSchedule Block Cx Starts With %
Descrigtion Starts 'with v
aﬁ;‘ﬁ;’;\fﬁ; m fiorezaos
e @
4. F|nd ‘[he Scheduled Scheduled Offering ID tem/Schedule Block
Offering to be Closed and 403 ?_ ;Ig%sruum THG-MSPOWERPOINT-101 (Rev 752005 11:09 AM |
CIiCk the Ed | t icon . 404 RE hc;g%smum THG-MSPOWERPOINT-101 (Rev 752005 11:09 AM |
Instruct students to 5. i
search for their third Click the Close the Closed: Mo Close the Scheduled Offering

Scheduled Offering link.

Scheduled Offering ID. ' i Closed Date:

NOte_‘ CI(_)SIHg a Scheduled Cancelled: Mo Cancel the Scheduled Offering
Remind students that Oﬁ;enng is u_sfgd for resource conceled Date:
identified by a red purposes and may only be
asterisk. Although completed after the final
remaining fields are not segment of the scheduled
required, students offering has concluded.
should complete as 6 )
many as they feel are - Verify the Scheduled * Soheduled Offering: b 403
necessary. Offering and Closing

Date. Modify either as * Clasin :

o Date:
necessary. &8 11512008

Note: The closing date
defaults to the current date.

7. Click Next. I'Iili
8. Click Next. M

Note: This training is not
addressing cost at this time.
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Notes
Close a Scheduled Offering

Step Activity View

9.  On the Step 3: Confirm

Close screen, review the Step 3: Confirm

confirmation.

Scheduled Offering 1D 305
Scheduled Sffering Total (F): 0.a0

10. Click Finish. W

Note: Closing a Scheduled
Offering removes it from the
calendar.

Tip: Closing a Scheduled
Offering can also be
accomplished from the
Summary tab on the >
Search > Search Results >
Edit Summary screen
within the selected
Scheduled Offering.

11. On the Finished screen,

review the Scheduled
Offering’s status. Status:

#® The zcheduled offering has been successfully closed.

Tip: To avoid data formatting errors when entering dates and making selections, use the Calendar and Selection
icons.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Notes

Step

1.

Instruct students to 2.

search for their fourth
Scheduled Offering ID.

If the Scheduled 4.

Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Inform students that 5.

they can delete a
Scheduled Offering

only if it did not occur, 6.

there are no enrollees,
and no persons
waitlisted.

Activity

Select the Learning
menu.

Select Scheduled
Offerings.

Search for the Scheduled
Offering to be closed.

Find the Scheduled
Offering to be closed and
click the Edit icon.

Click the Delete button.

Click OK in the
Confirmation box.

Delete a Scheduled Offering Record

View

Learning

tems
Scheduled ferings
Cl =3

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search:

O vez @ o

Offering Type: O tem ottering type O Schedule Block affering type ® Both

Scheduled Offering 1D Sharts With %
ltem/Zcheduls Block ICr Starts Wwith »
Descrigtion: Starts with v
Start Date Atter:

MDA M 10iz6x2008
Start Date Before: =

(MMDDA YY)

Scheduled Offering ID
403 Q Classroom THG-MSPOWERPOINT-101 (Rev 7/5/2005 11:09 A |
MST)

ltem/Schedule Block

404 A5 | clssroom THE-MSPOWERPOINT-101 (Rev 7/5:2005 11:08 A |
WST)

Microsoft Internet Explorer

:{) Are vou sure you wank bo delete this scheduled offering record?

[ OKRQ[ Cancel |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have mistakenly been placed in an incorrect domain.
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Ask students to search
for the first Scheduled
Offering created in the
Add Scheduled
Offering session.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.
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Managing Segments

A Segment is a unit of division of a Scheduled Offering that facilitates variable
resource scheduling. Managing Segments involves adding a new Scheduled
Offering to the calendar and making corresponding resource assignments. Subtasks
pertaining to Segments are accessible via the Scheduling menu. Segment-specific
subtasks include the following: View, Add, Edit a Scheduled Offering Segment,
Copy Resources to Other Scheduled Offering Segments, Copy a Scheduled
Offering’s Daily Segments and Delete a Scheduled Offering Segment.

A Day-in-the-Life Scenario

A new employee orientation course will need to begin with a one-hour introduction
session in Building 57’s auditorium, followed by a one-hour hands-on session in the
computer lab on the following day.

View a Scheduled Offering Segment

Step Activity View

1. Select the Learning Learning
menu.
On the > Searc h Screen , Search Scheduled Offerings
enter the appropriate A b e b e
search criteria.

) . Case sensitive search: O ves @ Mo
NOte See M an ag n g Data Otfering Type: O tem offeringtype O Schedule Block offering type &) Both
Entry an d Searc h es for Scheduled Offering 107 Starts With |+
more detailed information on ftemiScheduls Block I0: Starts With %
searching. Description Statts wih v
(S:Aah;‘ﬁ;f; YA\‘}\?; 1 [10:z612008
Start Date Before: E

(MMIDDN YY)

3. Click Search. :

4. Locate the desired Pt Chcser 61
Scheduled Offering. TIZTMR e v
Select the VIeW |C0n. Scheduled Offering ID __ tem/Schedule Block
. ] . | 403 %_/ ;I;%Smnm THG-MSPOWERPOINT-101 (Rev T/52005 11:09 A |
Tlp Use Ctr|+F to qUICkIy | 404 _ID Classroom THG-MSPOWERPOINT-101 (Re T/3/2005 11:09 AM |
find a Scheduled Offering on MsT)
the screen.
5. Click the Segments tab. Motifications Cost Calculation Cost Summary

Summary m Regiztration




Notes
View a Scheduled Offering Segment

Step Activity View
6. Locate tedesicd [ T
Segment and SeleCt “:- 124172006 1200 PMMST 124112006 05:00 PM MST ? Vﬁ
View. - |

Note: This provides the
opportunity to view Segment
details pertaining to
instructors, locations,
equipment, materials, and
custom resources.

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have mistakenly been placed in the default domain.
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Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Suggest to students
that they use their date-
of-birth in the future.
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Step

1.

Activity

Select the Learning
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering. And
select the Edit icon.

Tip: Use the Ctrl+F function
to quickly find a Scheduled
Offering on the screen.

Click the Segments tab.

Scroll down to the Add a
Segment to the
Scheduled Offering
section.

Click the Start Date
calendar icon to select
and enter a start date.

Click the End Date
calendar icon to select
and enter an end date.

View

Learning

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of

Add a Scheduled Offering Segment

walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search: O ves & g

Offering Type: O tem ottering type O Schedule Block affering type ® Both
Scheduled Offering 1D: Sharts With %

ltem/Zcheduls Block ICr Starts Wwith »

Descrigtion: Starts with v

Start Date After

MDA B 10262008

Start Date Before: =

(MMDDA YY)

| Search |

Scheduled Offering ID
403

404

Matifications

SUmmaty

Hem/Schedule Block

EI_ _ Classtoom THG-MSPOWERPOINT-101 (Rev 7/52005 11:09 Akl

WST)

D D Claszroom THG-MSPOWERPOINT-101 (Rev 7/8:2005 11:09 AM

M3T)

Cost Calculation Cost Summary

Add a Segment to the Scheduled Offering

* Start Date: m

* Start Time:

* Time Zone: € st
Primary Instructor: [4]

Segment Description

* End Date: m

* Encf Time:

Primary Location: [4]

Send Notification Check Conflicts

* Start Date:

* End Date:



Notes

Although it is not
required to add an
instructor when adding
an initial Segment, the
Update the Segments
for the Scheduled
Offering section on the
Segments tab provides
the only opportunity to
add a second (or more)
instructor to a
Segment.

Inform students that if
the Location is already
booked, it will not
appear on the list.

If a conflict(s) exists a
message will appear
providing the
opportunity to view the
conflict(s) by clicking
View.

Add a Scheduled Offering Segment

Step
9.

10.

1.

12.

13.

14.

15.

16.

Activity

Click the Time Zone
selection icon to search
for and enter a time zone.
Note: The Time Zone field
defaults to the time zone in
which the Scheduled
Offering occurs.

Enter a Segment start
time in the Start Time
field.

Enter a Segment end time
in the End Time field.

Pull down the Primary
Instructor menu to select
the primary instructor.

Enter a brief description in
the Segment
Description field.

Click the Primary
Location selection icon to
search for and enter the
primary location.

Select the Send
Notification check box to
send e-mail notifications
to those who will be
affected by the changes.

Select the Check
Conflicts check box to
check for scheduling
conflicts created by
adding the Segment.

View

Time Zone: EST (Eastern Standard! Time) v

* Start Time:

* End Tirme:

Primary Instructaor: _ ﬁ

Segment Description;

Primaty Locstion 0000000 |

oyl

Send Motificatian

Check Conflicts
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Notes
Add a Scheduled Offering Segment

Step Activity View

17. Click Add. [add |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have mistakenly been placed in the default domain.

Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Notes
Edit a Scheduled Offering Segment

Step  Activity View
Inform students that 1.
they can perform either
a Simple or Advanced
Search depending
upon the level of detail

Select the Learning Learning
menu.

On the > SearCh SCI'een, Search Scheduled Offerings

they need for their enter the appropriate loea o o e ot e scatch cvtin s i ey e e e ULl
SearCh . SearCh Crlterla . Case sensitive ssarch: O ves & pg
Note' See M an ag n g Data Offering Type: O ttem otferingtype ' Schedule Black affering type (&) Both
Entry an d Searches for Scheduled Offering ID: Starts With
more detailed information oN  wseede ook o Starts Wi ¥
SearCh | ng . Deacription: Starts with w
?;;‘E;’; \f\f‘s; ) [iozez00s
mese o
3. Click Search. =
If the Scheduled 4. Locate the desired Scheduled Offering ID ltem/Schedule Block
Offeri ng isin an SChed u Ied Offerl ng . And 403 &) T hc,‘lgi)smnm THG-MSPOWERPOINT-101 (Rev /82005 11:09 AM |

incorrect domain, a

person Wlth the rlght Select the Edlt |C0n. 404 121 [ ;Iﬂlg%sroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 11:09 AM |
permissions will need Tip: Use Ctrl+F to quickly
to move the find a Scheduled Offering on
corresponding record the screen.
to the correct domain.
3.  Click the Segments tab. Motifications Cost Calculation | Cost Summary

Summary m Regiztration

6. Scroll down to the Update Update the Segments for the Scheduled Offering
the Segments for the
Scheduled Offering

section.
7 1 S nts
- Locate the desired

Segment 1

Segment # Start Date |24 12008 *End Date: P 120 2006
* Start Time 12:00 M * End Time 08:00 PM
* Time Zone MST (Mourtain Standiard Time) v
Frimary Instructor ¥ lprimary Locaion: s
Segment Description Day 1

[ EdicResources [ Copy Resources to Al | Copy Daly Segments ]
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Notes
Edit a Scheduled Offering Segment

Step Activity View
Altho_ugdh it isdr:jot 8. Openthe Primary Primary Instructar: ]
required to add an Instructor list to add an %

instructor when adding
an initial Segment, the
Update the Segments
for the Scheduled
Offering section on the
Segments tab provides
the only opportunity to
add a second (or more)
instructor to a
Segment.

instructor to the Segment.

9. Open the Primary Primary Logation: |
Location listto add a
location to the Segment.

A%

10. select the Send Send Notification
Notification check box to
notify interested parties of
the changes.

11. Select the Check Check Conflicts
Conflicts check box to
see if there are any
conflicts scheduling the
location.

12 Click Apply Changes.  prgemy
13. To add an Instructor or W

Location not on the pull-
down lists, or to add
Equipment or Materials,
click Edit Resources.

Equipment and 14. Click the Equipment tab. Locations [ L | Materiais

materials can be . . . .

assigned to a Segment. Note: Equipment is being

However, the AgLearn used as an example. Any
resources for the segment

rototype does not
Euppomhis may be edited in this
manner.
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Notes
Edit a Scheduled Offering Segment

Step Activity View

functionality. 15. Select the Add one or Enter Equipmert 10 or add one orymore from list

more from list link to add
equipment to the
Segment.

Caution: If completing the
field using the list link, do not
click Add. If manually
entering the appropriate
information, click Add when

finished.
16 On the > SearCh screen, Case sensitive search:
enter the appropriate ' O ves O
search criteria. Ecuipmerit D: Startz With v
Description: Startz With

17. Click Search. |

18. On the Results tab Select All f Desalect All
'
select the check box W v

corresponding to the
equipment to be added.

19. Click Add to add the (add |
equipment and return to
the Edit Equipment
screen.

20. Make the appropriate
changes to the Segment’s
equipment.

Note: Changes can only be
made to equipment added to
the segment, not to
equipment listed that is
assigned to the location.

21. Click Apply Changes. apely Changes |
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Notes

Edit a Scheduled Offering Segment

Step Activity View

Share the following
example with students:
The entire Scheduled
Offering (all Segments)
may need three-ring
binders, but Segment
two may be the only
Segment requiring a
specific handout. So
the binders would be
assigned to the
Scheduled Offering and
the handout to
Segment two.
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22,

23.

24,

25.

26.

27.

28.

29.

30.

Click the Materials tab.

Note: Select materials
specific to this Segment.
Select materials applicable
to the Scheduled Offering
via the Segments tab of the
corresponding Scheduled
Offering.

Select the Add one or
more from list link to add
materials to the Segment.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results tab,
select the check box
corresponding to the
materials to be added.
Note: Select the Location
and Target from their
respective drop-down lists
and enter the number of

each material in the Count
field.

Click Add to add the
materials and return to
the Edit Materials
screen.

Make the appropriate
changes to the Segment’s
materials.

Click Apply Changes.
Click Return to

Scheduled Offering to
view all Segments.

Equipment

Enter Material ID or add one omore from list

Casze zensitive search:

O Yes @ i[u]
Material IO Starts With | »

Description; Starts With %

Material ID Location Target
Description

LAB-IM Liser

Lah Kit, Indaar
LAB-OUT v User v O
Lab Kit, Outdoar

-

LAB-IN (Lab Kit, Indoor) Uzer A 15

LAB-0OUT (Lab Kit, Outdoor) Liser A 15




Notes
Edit a Scheduled Offering Segment

Step Activity View

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have mistakenly been placed in the default domain.
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Notes
Copy Resources to Other Scheduled Offering Segments

Step Activity View
Inform students that 1. Select the Learning Learning
they can perform either menu

a Simple or Advanced
Search depending

Search Scheduled Offerings
upon the level of detail On the > Search screen,

they need for their enter the appropriate A e e e e e v
search criteria.
SearCh . i Case sensitive search O Yes @ Mo
NOte' See Man aglng Data Offering Type: O ftem otfering type O Schedule Block offering type @ Both
Entry and Searches fOI’ Scheduled Offering ID: Sharts With %
more detailed information on  wrseede ook o Starts Wi ¥
SearChIng Deacription: Starts with w
aﬁ;‘ﬁ;’;\fﬁ; m fiorezaos
mamr 9
3. Click Search [Search |
I(f);fhe_scheqmed 4, Locate the desired Scheduled Offering ID L o
Incce):;re]gtltsjér:naa?n . Scheduled Offel‘lng And 403 %_ hc,‘lgi)smnm THG-MSPOWERPOINT-101 (Rev 7/8/2005 11:09 &M |
person Wlth the rl!g ht Select the Edlt ICon, 404 1 ;Ig%sroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 11:09 AM |
permissions will need Tip: Use Ctrl+F to quickly
to move the find a Scheduled Offering on
corresponding record the screen.
to the correct domain.
5. Click the Segments tab. Matifications Cost Caloulation Cost Summary

SUmmaty m Redistration

6. Scroll down to the Update Update the Segments for the Scheduled Offering
the Segments for the
Scheduled Offering

section.
7. Locate the Segment o
containing resources to B T
CO py * Start Time 12:00 PM *End Time 08:00 Ph
* Time Zone MST (Mountsin Stancard Time) v
Note: Resources refers to  otnary Losaton: ~
instructor, location, SegnentDescrpon
equipment, material types, [Ed Resotrces [ Copy Resoures to Al Copy Daly Seqmerts |
and costs.
e R AL —
to All.
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Notes
Copy Resources to Other Scheduled Offering Segments

Step Activity View

9. Select each check box Choose Resources for Copy
corresponding to the
individual resources to
copy.

Note: Select the Copy All

Copy Al

Copy Instructor

check box to copy all Copry Location
Segment resources to the Com Ecibment
other Segments in this opy Edlpme
Scheduled Offering. Copry Waterial

OO00O0O0Od

Copy Custom Resource

10. Select the Check
Conflicts check box.

Note: The default setting is
to check for conflicts.

11. Click Copy. !

Tip: For an Item/course that requires several days to train, copy all the segments for an entire day and edit the segments
rather than add or copy individual segments. See the next subtask, Copy Daily Segments of a Scheduled Offering.

Check Canflicts:
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Notes
Copy Daily Segments of a Scheduled Offering

Step Activity View
Remind students that 1. Select the Learning Learning
for an Item/course that menu
requires several days |
to train, it may be 2
useful to copy all the )

Search Scheduled Offerings

On the > Search screen,

segments for an entire enter the _appropriate ek Yot oo o st ot e ot et e st o e e SeeEL e Al et
day and edlt the SearCh Crlterla' i Case sensitive search O ez @ Mo
Seg ments rather than NOte: See M an ag I n g Data Offering Type: O ftem otfering type O Schedule Block offering type @ Both
add or copy individual Entry and Searches for Schedled Offering I: T—
segments. more detailed information on  y.schedue ock o St i ¥

SearChIng Descrigtion: Starts With w
Inform students that

N Start Date After: E 0/z62008

they can perform either (MDA
a Simple or Advanced DO 3

Search depending
upon the level of detail
they need for their

search.

3.  Click Search.
g;fhelscheqUIed 4, Locate the desired Scheduled Offering ID el
. ering isin ar_1 SChedUIed Offering. And 403 Qa ;Ig%sruum THG-MSPOWERPOINT-101 (Rev 7/5i2005 11:09 AM |
InCOH'ECt domaln a 1 1 404 DD Classroom THG-MSPOWERPOINT-101 (Rev 7/5/2005 11:09 Al
person with the right select the Edit icon. | e ' - |
permissions will need Tip: Use Ctrl+F to quickly
to move the find a Scheduled Offering on
corresponding record the screen.
to the correct domain. _

5. Click the Segments tab. Motifications Cost Calculation Cozt Summary

SLmmary m Redistration

6. Scroll down to the Update Update the Segments for the Scheduled Offering
the Segments for the
Scheduled Offering

section.

7.  Locate the Segment ——
ComprISIng the date to * Start Date R 120 12006 * End Date R 121 12005
coO py * Start Time 12:00PM *End Time 08:00 P

* Time Zone MST (Mountain Standard Time) v
v
Primary Instructor: Primary Locetion:

Segment Descrigtion: Day 1

[ Edit Resources | Copy Resources to All [ Copy Dafly Seqment|

8. Select the corresponding W

Copy Daily Segments
link.
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Notes

Inform students that
this is a helpful feature
for when there are
items requiring several
days to complete.
Instead of creating new
Segments to extend
the schedule, simply
duplicate a day and
edit the date and time
information as
necessary while
maintaining the
resources.

Copy Daily Segments of a Scheduled Offering

Step
9.

10.

1.

12.

13.

14.

15.

Activity

On the > Search >
Search Results > Edit
Segments > Copy Daily
Segments screen, enter
the desired number of
Segment duplications in
the Number of Times to
Copy field.

Select the Check
Conflicts check box.

Note: The default setting is
to check for conflicts.

Select the Send
Notification check box.

Note: The default setting is
to send notifications.

Click Copy.

Scroll down to the Update
the Segments for the
Scheduled Offering
section.

Make the appropriate
changes to the new
Segments.

Note: The start and end

dates for are automatically
set to the next day.

Click Apply Changes.

View

* Mumber of Times to Copy:

Check Canflicts:

Send Matificatian

[ Copy |

Update the Segments for the Scheduled Offering

Segments

Segment 1

* Start Date R 1212008 “End Date R 1212008

* Start Time 12:00 PM “End Time 03:00 P

* Time Zone MST (Mountsin Standard Time) v

v
Primary Instructor: Primary Locetion:

Segment Descrigtion: Day 1

[ Edit Resources | Copy Resources to All [ Copy Dafly Seqment|

[ Apply Changes |
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Notes
Delete a Scheduled Offering Segment

Step Activity View

1. Select the Learning Learning
menu.

Inform students that 2.
they can perform either
a Simple or Advanced

Search Scheduled Offerings
On the > Search screen,
H Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
e nter th e ap p rOp rl ate walues. Vou can also add or remove search criteris to further refine your search

search criteria.

Search depending ] Gase sensitive search O ves @ no
UpOﬂ the Ievel Of deta” NOte See Man aglng Data Offering Type: O tem ottering type O Schedule Block offering type & Both
they need for their Entry and Searches for Scheduled Offering ID: Starts With (v
search. more detailed information on  ..schedus ook o e
Searchlng. Descriglian Statts Wwith
mj’gg‘; YA\‘}\?; 7 10262008
SR

3. Click Search.

If the Scheduled 4 . Locate th e d es | red Scheduled Offering ID ttem/Schedule Block

foering is in al’.] SChedUIed Offering. And 403 [&] T ;Ig%sruum THG-MSPOWERPOINT-101 (Rev 7/32005 11:09 AM |
incorrect domain, a

person Wlth the rlght SeleCt the Edlt Icon 404 [ "C,‘Ig%smom THG-MSPOWERPOINT-101 (Rev 7/3/2005 11:09 &AM |
permissions will need Tip: Use Ctrl+F to quickly
to move the find a Scheduled Offering on
corresponding record the screen.
to the correct domain.
5. Click the Segments tab. Motifications Cost Calculation | Cost Summary

SLmmary m Redistration

6. Scroll down to the Update Update the Segments for the Scheduled Offering
the Segments for the
Scheduled Offering
section.

7. Select the Delete button M
for the segment to be
removed.

8. Click Apply Changes. [apply Changes |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have mistakenly been placed in the default domain.
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that

they can perform either

a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Managing Requests

A Request is a notification specifying that a User wants or needs to complete a
specific Item. Usually the request is generated because a Scheduled Offering does
not currently exist to accommodate the User’s timeframe. A Request does not place a
User in active registration or on the Waitlist for any specific Scheduled Offering.
Current Item requests can also be viewed using the ltem Requests Report.
Subtasks pertaining to Managing Requests are accessible from the Learning menu.
Request-specific subtasks include the following: View, Add, and Edit a User Item
Request.

A Day-in-the-Life Scenario

You are planning to create an additional Scheduled Offering for the Item Internet
Policies when there is sufficient need for it.

View a User Iltem Request

Step  Activity View

1. Select the Learning
menu.

Learning

2. Select Items.

S
%uled Offerings

Clazzes
3' Ol’l the > SearCh SCI‘een, Case senstive search; O ves @ Na
enter the appropriate
. pp p term Types: Startz With E=|
search criteria.
i ferm 10 Startz With
Note: See Managing Data
Revision Date:
Entry and Searches for (DDA Y ) =
more d.eta”ed information on Revision Number: Starts With
searching. :
g therm Tithe: Starts ‘Wwith »
ttem Statuis: @ active O not active O Beth
tem Classification: Sharts With j
Cnling Seftings: ] Has online content
Damains: Starts WWith b ¥
Suhiect Areas: Starts With w j
4. Click Search. =
5. Locate the desired Item. EEEEEENLT
Assessment USDA-CYBERSECURITY-XMPT- [l []  Placeholder for employees not recuired to take Security
in- 1 FY06 (Rev 6972006 09:21 AMEST) Literacy and Basics training
-I_—I p: Use Ct rI +F to qu ICkIy CD-ROM USDA-CVBERSECURITYCD-FY06  [J|[.]  USDA Security Literacy and Basics F 2008 by CD
find a Learnlng Event. (Rev 117812005 11:45 AMEST)
Web Based USDA-CYBERSECURITY-FY 06 &) |:/ USDA Securty Literacy and Basics FY 2008

(Rewv 11/5/2005 11:42 &M EST) h
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Notes
View a User Item Request

Step

6.

Activity View

corresponding to the Assessment USDA-CYBERSECURITY-XMPT- [ [_]
desired Item. FY06 (Rev 5/9/2006 09:21 &M EST)

CO-ROmM USDA-CYBERSECURITY CD-FY 06 Q Il|
(Few 110502005 11:45 AM EST)

WWieh Based USDA-CYBERSECURITY-FYo6 || [
(Rew 11/8/2005 11:42 AM EST)

C_”Ck the Requests tab to Materials Ohjectives Grading Options
view Users who have Custom Fields Fiyst Reasons

requested the Item.
Delivery Data Prerequisites Documents
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Notes
Step

1.
2.

Remind students that 3.

complete definitions of

terms are included in

the glossary.

Inform students that

they can perform either

a Simple or Advanced

Search depending

upon the level of detail

they need for their

search.
4,
5.
6.
7.
8.

Activity

Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired Item.

Tip: Use Ctrl+F to quickly
find a Learning Event.

Select the Edit icon
corresponding to the
desired Item.

Click the Requests tab to
view the list of Users
requesting the ltem.

Select the Add one or
more from list link to

search for and enter a
User.

Add a User Item Request

View

Learning

S
%uled Offerings

Classes

Case sensitive search: O ves @ Na

tem Types: Starts With » =

tem ID: Starts with %

Revigion Date: E

[ ]

Revision Number: Starts \With | »

ftem Title: Startz With

ttem Statuis: @ active O not active O Beth

tem Classification: Sharts With E=|

Cnline Seftings: [J Has online cortent

Domains: Starts With v ¥
Subject Areas: Starts With w =

[ S=arch |

Title
Azzessment USDA-CYBERSECURITY-XMPT- D D Placeholder for employees not reguired to take Security
FY06 (Rev 672006 09:21 AMEST) Literacy and Basics training

CD-ROM USDA-CYBERSECURITYCD-FY 06 I;I_ |:/ usDa, Securty Literacy and Bagics FY 2006 by CD
(R 11/8/2005 11:45 &M EST)

Wigh Bazed USDA-CYBERSECURITY-FY 06
(Rewv 11/5/2005 11:42 &M EST)

Azsessmert USDA-CYBERSECURITY-XMPT- | [
FY06 (Rev 6/9/2005 0221 AM EST)

1[5 UsDA Security Literacy and Basics P 2008

CO-ROM USDA-CYBERSECURITYCD-FY 06 D |:|
[Rew 115252005 11:45 AM EST)
WWieh Based USDA-CYBERSECURITY-FYo6 || [
(Rew 115852005 11:42 AMEST)
Materials Ohjectives Grading Options
Custom Fields Fiyst Reasons
Delivery Data Prerequisites Documents

Add a Request to the ltem

Enter Learner ID ar add one or more from list.
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Notes
Add a User Item Request

Step Activity View

9. On the > Search screen, Search Users
enter the appropriate ki . oo e st o remove seroh cvteia o iy ot yout semnch T remalEte!
search criteria.

Case sensitive search: O ves @ g
User I Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%
Micidlle Initial: Starls With

User Status: @ active O net sctive O Both

Domaine: Starts Wit v hd

10. Click Search. |

11. On the Results tab, B Heca By Date

(MDD Y (MDD YY)
select the Add check box  tesmwero Leamer, ales 8 112212008 =) Oy
Correspondlng to each LEARMNERDS Learner, Bill E 11/21/2008 E D

User to be added to the
ltem’s request list.

Note: Use the Request and
Required Date calendar
icons accordingly to make
changes to the Requests.

12. Click Add to add the [add |
selected User requests
and return to the
Requests tab.

Note: Requests are usually entered here, but AgLearn can generate requests on its own. When a Scheduled Offering is
cancelled, AgLearn will ask the administrator whether requests should be generated for Users that were registered or waitlisted
for that Scheduled Offering. The second circumstance occurs when a Scheduled Offering with a Waitlist takes place. Requests
can be generated for each User on the Waitlist via the Waitlist to Request automatic process.
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Notes
Step
Have students begin 1.
with Step #8 as they
will need to add a
comment regarding the 2
request. )
Remind students that 3.
complete definitions of
terms are included in
the glossary.
Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.
4,
5.
6.
7.
8.

Activity

Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired Item.

Tip: Use Ctrl+F to quickly
find a Learning Event.

Select the Edit icon
corresponding to the
desired Item.

Click the Requests tab to
view the list of Users
requesting the ltem.

Scroll down to the Update
the Requests for the
Item section.

View

Learning

S
%uled Offerings

Classes

Case senstive search;
tem Types:
fem ID:

Revigion Date: E
(MWD )

Revision Number:
therm Tithe:

tem Status:

ttem Classification:
Cnline Settings:
Domains:

Suhject Areas:

[ S=arch |

Edit a User Item Request

O ves @ no
Startz with w =

Starts with %

Starte With w

Starts With v

@ active O Nat active O Bath

Starts With % =

[ Has online content

Starts WWith v h g

Starts With - =

Title

Azzessment USDA-CYBERSECURITY-XMPT- DD Placeholder for employees not reguired to take Security

FY06 (Rev B/952006 09:21 AM EST)
CD-ROM USDA-CYBERSECURITYCD-FY 06
(R 11/8/2005 11:45 &M EST)

Wigh Bazed USDA-CYBERSECURITY-FY 06
(Rewv 11/5/2005 11:42 &M EST)

Literacy and Basics training
2[5 usDa Security Literacy and Basics FY 2006 by CD

1[5 UsDA Security Literacy and Basics P 2008

Azsessmert USDA-CYBERSECURITY-XMPT- | [
FY06 (Rev 6/9/2005 0221 AM EST)

CO-ROmM USDA-CYBERSECURITY CD-FY 06

Q&

(Few 110502005 11:45 AM EST)

Weh Bazed USDA-CYBERSECURITY-FY 06
[Few 110502005 11:42 AM EST)

Materials

y

Ohjectives Grading Options

Custom Fields Fiyst Reasons

Delivery Data

Prerequisites

Documents

Update the Requests for the ltem

103



Notes
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Edit a User Item Request

Step
9.

10.

1.

12.

13.

14.

15.

16.

Activity

Click a User’s Request
Date calendar icon to
change the existing
request date.

Click a User’s Required
Date calendar icon to
enter/change the existing
required date.

Select the
Comments/Reason link
to edit or enter a
comment or reason
regarding the Request.

On the > Search >
Search Results > Edit
Requests screen, enter
comments in the
Comments field.

Note: A comment can be
entered by the User
originating the Request, or
by the administrator
accessing it.

Enter or modify the
reason for the User’s
request in the Request
Reason field.

Click Apply Changes.

Select the Remove check

box next to each User
Request to be removed.

Click Apply Changes.

View

mm i ST -m

LEARKERD1 Learner, aeomoos | B || CommentsResson
Raymund

mﬂ Qnamorr O -m

LEARMERD1 Lesrmer, M0 [smomoos | pd | | CommentwReason
Raymund

Cnmmeni%easnn

Comments:

Request Reason:

R N N N

LEARNERT Learner, M [smimoos | M | 0000 | Commentsifeason
Raymond

LEARMERD4 Leamer, M (11212008 B 11012008 Commen tefRe ason 0
Alec

| Apply Changes |



After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Managing Slots

A Slot is a reservation made by an Organization for enrollments in a Scheduled
Offering. Names of specific Users may not be available when an Organization
acquires the Slots, but seats on the Scheduled Offering are reserved for that
organization until the specific Users are identified. Slots are filled using the
Registration tab within Scheduled Offerings. Subtasks pertaining to Slots are
accessible via the Scheduling menu. Slot-specific subtasks include the following:
View, Add, Edit, Delete, and Fill a Slot.

A Day-in-the-Life Scenario

AgLearn announced an additional Scheduled Offering for the Sexual Harassment
Prevention course that must be completed by all employees hired after December
31st, 2006. The Scheduled Offering will occur in the Fall of 2007. A supervisor knows
that he will be hiring 5 new employees.

View Scheduled Offering Slots

Step

1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

In the Grid View, locate
the desired Scheduled
Offering.

Tip: Use Ctrl+F to quickly
find a Scheduled Offering on
the screen.

View

Learning

tems
Scheduled (Hferings
Cl g

Search Scheduled Offerings

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
walues. Vou can also add or remove search criteris to further refine your search

Cas=e sensitive search: O ves @ Mo
Oiffering Type: O ftem ottering type O Schedule Block offering type @ Buath
Schaduled Offering 1D: Starts Wwith »
temiSchedule Black I Sharts "With
Description Starks With |+
Start Date After.
10/26/2008
(MMDDA YY) :
Start Date Before: E
(MMDDAY Y YY)
Scheduled Offering ID ltem/Schedule Block
a0g D D Classroom THG-AS-AGLEARH (Rev 11/16/2008 12:00 AM EST)
403 D D Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)
404 D D Clazsroom THG-MSPOWERPOINT-101 (Rev T/5/2005 01:09 PM EST)
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Notes
View Scheduled Offering Slots

Step

6.

Activity

Select the corresponding
View icon to view more
information.

Note: A Scheduled Offering
is also viewable by clicking
the Calendar View tab on
the > Search screen and
then the desired Offering ID
link to open the
corresponding record.

Click the Registration
tab.

Scroll down to the View
the Slots section to view
the Slots.

View

Scheduled Offering ID
209
403
404

i (i) |

@__J )

Cost Calculstion Cost Summeaty Pricing

Segments Registration Contacts

View the Slots

Slots Slots | Reservation Assigned
et m EMTBSEE | orer Ticket
205 a

ORG A 3 1172172006 0215 PMEST  Accourt(s)
Price (3):

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.

106



Notes

Add Slots to a Scheduled Offering

Step Activity View
Inform.students_that 1. Select the Learning Learning
they will be adding menu
Slots to the newly :
created Scheduled
Offering, 2. Select Scheduled s
Offerings from the left Scheduled Offerings
Remind students that menu. Cha_p3
complete definitions of
terms are included in 3_ On the > Search screen, Scheduled Offerings | Simple Search | Advanced Search | Add New | Help |
the glossary. enter the appropriate Search
search criteria. Tl

Inform StUdentS that Note' See Manag|ng Data Search Scheduled Offerings
they Can perform elther E t ) d S h f Erter the ID or Description, select the type of search from the drop-down menu, and click “Search” to browse results.
a Simple or Advanced Ty ane Searcnes for B oo s b 3 e A e
Search dependlng more detalled InfOfmatIOﬂ on insenstive search could take & long time. )
upon the level of detail searching. ese snstive search ® ves O o
they need fOr thew Offering Type, O tem offering type () Activity offering type &) Both
search. Scheduled Offering IDx Storis vl

Hemiactivity 0 Starts With

Description: Starts With

g‘m‘ﬁ:‘;\f\f‘%“” M 101372005

(ammwwv) =

Status: @ active O Mot Active O Both

[soarch [Rezer |

Offering is in an w

incorrect domain, a

person with the right Htem/Schecluie Black
permissions will need 5. On the SearCh ReSUIt_S a0 QQ Classroom THG-AS-AGLEARH (Rev 111 62006 12:00 AM EST)
tO move the Screen’ Iocate the desn’ed 403 % EE Classroom THG-MSPOWERPOINT-101 (Rev 7/872005 01:09 PM EST)
. 404 a Classraom THG-MSPOWERPOINT-101 (Rev 7/8/2005 01:09 PM EST)
corresponding record Scheduled Offering.
to the correct domain. Tip: Use Ctrl+F to quickly
find a Scheduled Offering.
6. Select the Edit link Scheduled Offering ID B
Corresponding to the 403 %_ ;Ig%sruum THG-MSPOWERPOINT-101 (Rev 7452005 11:09 &M |
desired Scheduled 404 [51E] hC,‘Ig%sruum THG-MSPOWERPOINT-101 (Rev 7452005 11:09 &M |
Offering.
7. Click the Reg istration Cost Calculstion Cost Summary Pricing

tab. Segments Registration Cortacts
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Notes

Tell students that an
Organization is an
entity of some type to
which a Learner
belongs. In AgLearn,
the Organization is
equivalent to T&L.

108

Add Slots to a Scheduled Offering

Step
8.

10.

1.

12.

13.

14.

Activity

Scroll down to the Add
Slots to the Scheduled
Offering section.

Click the Organization ID
search icon to search for
and enter the
Organization ID reserving
Slots in this offering.

Click the Reservation
Date calendar icon to
select and enter a
reservation date.

Note: The Reservation Date

field defaults to the current
date.

Enter a reservation time
in the Reservation Time
field.

Note: The Reservation

Time field defaults to the
current time.

Click the Time Zone
selection icon to search
for and enter a time zone.
Note: The Time Zone field
defaults to the time zone in
which the Scheduled
Offering occurs.

Select the Email
confirmation to the
Organization check box
to send the Organization
a confirmation message.

Enter the number of Slots
reserved by the
Organization in the
Number of Slots field.

View

Add Slots to the Scheduled Offering

* = Required Fields

* Organization I 4 #Number of Slats:

Reservation Date: ) (17 0 oo

Reservation Time:

Registration Status: ENROLL(Enrolled)

e Price Per Slot (3}

Time Zone: EST (Eastern Standard Tine) | Chargeback Account(s;

Eit

[emai confirmation o the Oraarization

* Drganization (D %

Reservation Date:@ 11121 /2006

Reservation Time: 0723 FM

by

Time Zone: EST (Eastern Standard Time) ’]%

%Email confirmation ta the Organization

* Mumber of Slots:



Notes

Add Slots to a Scheduled Offering

Step Activity View

15. Select a registration
status from the
Registration Status
drop-down list.

Registration Status:

16. Click Add. EEI

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.

Tip: To avoid data formatting errors when entering dates, use the Selection and Calendar icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.

109



Notes

Edit Scheduled Offering Slots

Step Activity View
1. Select the Learning Learning
menu.
2. select Scheduled tems
Offerings from the left Scheduled Offerings
menu. CIE ks
Rem|nd Students that 3_ On the > Search SCI'eeI"l, Search Scheduled Offerings

complete definitions of
terms are included in

enter the appropriate

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your sesrch

search criteria.

Note: See Managing Data
Entry and Searches for

the glossary.

Case sensitive search:

O vez @ o

Offering Type: O tem ottering type O Schedule Block affering type ® Both

Inform students that

Scheduled Offering 1D Starts With
they can perform either more d_etalled information oN  scherie ock o S o
a S'm ple or Advanced SearChlng Description: Starts Wwith |
Search dependlng . aﬂﬁ;};sﬁ; 1 frozerzo06
upon the level of detail .
. art Date Before: E
they need for their (MDDYYY)

search.

Use Edit to change the
number of reserved

Slots.
4. Click Search. !
If the Scheduled
Offering is in an 5. On the Search Results 03 D2 classroom THG-AS-AGLEARN (Rev 11152005 1200 AM ESTI
Ingisi screen, Iocate the desired @Q Classroom THG-MSPOWERPOINT-101 (Rev 782005 01:09 PM EST)

403
incorrect domain, a ans T3
person with the right

permissions will need

B Clazsroom THG-MSPOWERPOINT-101 (Rev 7872005 01:09 PM EST)

Scheduled Offering.
Tip: Use Ctrl+F to quickly

to move the find a User.
corresponding record : _
to the correct domain. 6. Select Edit corresponding

to the desired Scheduled 403 AR
Offering. 404 Q%E!)

7. Click the RegiStration Cost Calculstion Cost Summeaty Pricing
tab. Segments Contacts

8. scroll down to Edit the
Registered Users for the
Scheduled Offering.

Edit the Registered Users for the Scheduled (ffering

9. Make the appropriate
changes.

A3 R 3 g 1172172006

0215 PM @
EST (Eastern Standard Time) V| Eit
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Notes
Edit Scheduled Offering Slots

Step Activity View
10- Click Apply Changes.  prgemy

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.
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Delete Slots from a Scheduled Offering

Step

1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Search Results
screen, locate the desired
Scheduled Offering.

Tip: Use the Ctrl+F function
to quickly find a User.

Select the Edit link
corresponding to the
desired Scheduled
Offering.

Click the Registration
tab.

Scroll down to the Edit
the Slots for the
Scheduled Offering
section.

View

Learning

tems
Scheduled Hferings
Cl S

Search Scheduled Offerings

Erter a value for each fisld that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can also sdd or remove search criteris to further refine your search

Case sensitive search O ves & pg

Offering Type: O ttem otferingtype ' Schedule Black affering type (&) Both
Scheduled Offering 1D Starts With »

ltem/Zcheduls Block ICr Starts Wwith »

Descrigtion: Starts with v

Start Date Atfter:

. M 10:26:2008

Start Date Before: m

(MMDDA YY)

[Search’

Scheduled Offering ID tem/Schedule Block

908 I:/ Clazsroom THG-AS-AGLEARH (Re 11162006 12:00 A EST)
403 Clazsroom THG-MSPOWERPOINT-101 (Rew 7i8/2005 01:09 PM EST)
404 % D Clazsroom THG-MSPOWERPOINT-101 (Rev 7872005 01:09 PM EST)

ooD
=]

Scheduled Offering ID

403 G

404 @]

Cost Calculstion Cost Summaty Pricing
Segments Registration Contacts

Edit the Slots for the Scheduled Offering



Notes
Delete Slots from a Scheduled Offering

Step Activity View

9. Locate the desired Slot.

Slots Slot=s

A0 T Reserved | Used

205 ORG & 0

10. Select the Remove check

Slot. W

box next to the desired

3
11. Click Apply Changes. [apply Changes |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

Tell students they may
need to scroll down to
the section titled
“Scheduled Offering
Registration.”
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Fill a Slot

Step

1.

3.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Search Results
screen, locate the desired
Scheduled Offering.

Tip: Use the Ctrl+F function

to quickly find a Scheduled
Offering.

Select the Scheduled
Offering Edit link.

Click the Registration
tab.

Select the Add one or
more from list link to
select a User.

View

Learning

tems
Scheduled ferings
Cl =3

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search:

O vez @ o

Offering Type: O tem ottering type O Schedule Block affering type ® Both

Scheduled Offering 1D Sharts With %
ltem/Zcheduls Block ICr Starts Wwith »
Descrigtion: Starts with v
Start Date Atter:

MDA M 10iz6x2008
Start Date Before: =

(MMDDA YY)

[ S=arch |

Scheduled Offering ID ttem/Schedule Block

908 I:/ Clazsroom THG-AS-AGLEARH (Re 11162006 12:00 A EST)
403 I:/ Clazsroom THG-MSPOWERPOINT-101 (Rev TU52005 01:09 PM EST)
404 % I:/ Clazsroom THG-MSPOWERPOINT-101 (Rev 7872005 01:09 PM EST)

o} EI EI

Scheduled Offering ID

403 G

404 @]

Cost Calculstion Cost Summeaty Pricing
Segments Registration Contacts

Erter criteria or add one or more from list You can also add from reduest list,



Notes

Step
9.

10.

1.

12.

13.

14.

15.

16.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results screen,
locate the desired
User(s).

Select a Slot to assign the
User from the Slot ID
drop-down list.

Select the User’s
corresponding Add check
box.

Click Add.

On the Registration tab,
scroll down to the Edit
the Registered Learners
for the Scheduled
Offering section.

Locate the User(s) that
were added to verify the
Slot ID assignment.

Fill a Slot

View

Learners | Simple Search | Advanced Search | Add Mew | Help |

Search

Search Learners

Results

Enter the ID or Description, select the type of search from the drop-down menu, and click "Search” to browse resutts.
Enter an exact ID and select "Exact” from the drop-dovwn menu to go directly to a record. The search is case sensitive
by default. You can choose case insensitive search which applies to oriteria typed in. Please note that & caze
inzensitive search could take a long time:

Case senstive search ® ves O No

Leatner ID: ‘ |[ startz it ]
Last Marme: ‘ |[ starts it ]
First Mame: ‘ |[ starts witn v
Wil Initisl ‘ |[ starts witn v

Learner Status: @ active O ot Active O Both

[ search | reset |

Chlrgehl:k Price :s: )

LEARNERD4 ENROLL(EnmIIedJ \—I \—I ]

Learner,
Alec k

Chargeback
ﬂ “enlstr'hon Stats m

LEARMERD4 | ENROLL(Enroller)
Learnet,

Alec Edit

Chargeback Price {$) .
ﬂ feastration Statis m (1000.001.013 OrderTicket
LEARNERD4 ENROLL[EnrDIIed) v 205 v :
Learner, %
Alec Emt

-

Edit the Registered Learners for the Scheduled Offering

_ s _I

LEARMNERO4 EMROLL (Enrolled)
Learner, Alec 1102172006 03.03 PM EST
Exdiit.

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Managing Scheduled Offering Registrations

Registration is the act of placing a User’'s name on the planned list of participants in a
specific Scheduled Offering. Subtasks pertaining to Managing Scheduled Offering
Registrations are accessible from the Scheduling menu. Registration-specific
subtasks include the following: Register/Withdraw a User, View a Scheduled
Offering Registration, Edit Registered Users for a Scheduled Offering, Create a
Class Roster Registration Report, and Use the Registration Assistant Tool to
Register a User for a Scheduled Offering, and Reserve Slots for a Scheduled
Offering.

A Day-in-the-Life Scenario

You are asked to determine which User is Waitlisted for a particular Scheduled

Offering. Additionally, you must identify all Users who are Waitlisted for all Scheduled
Offerings of a certain Item.

View a Scheduled Offering Registration

Notes
Step
1.
2.
Inform students that 3.
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.
4,
If the Offering is in an 5.

incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.
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Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Grid View screen,
locate the desired
Scheduled Offering.

Tip: Use the Ctrl+F function

to quickly find an Offering
ID.

View

Learning

tems
Scheduled (Hferings
Cl g

Search Scheduled Offerings

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
walues. Vou can also add or remove search criteris to further refine your search

Case sensitive search: O ves @ Mo

Oiffering Type: O ftem ottering type O Schedule Block offering type @ Buath

Schaduled Offering 1D: Starts 'with »

temfScheduls Block L Starts With |+

Description Starts With |+

Start Date After.

MDD YY) E 10/26/2008

Start Date Before, E

(MMDDA Y YY)

Scheduled Offering ID ltem/Schedule Block

a0g D D Classroom THG-AS-AGLEARH (Rev 11/16/2008 12:00 AM EST)

403 D D Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)
404 D D Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)



Notes

View a Scheduled Offering Registration

Step Activity View

6. Select the View link Scheduled Offering ID
corresponding to the

. ang [
desired Scheduled 403 ITI =
Offering. a0a t) =
Note: A User’s registration is ==
also viewable via User
Management > Users >
Registration.
7. Click the RegiStration Cost Calculstion Cost Summeaty Pricing
tab. Segments Registration Contacts
8.  Scroll down to the Reaistered Users
section to verify/view the M — —
(Enrolled) 205 Account(s): Mo D
Current Student User Leatnet, Slec  11/21/2008 03:03 PM EST g'r\;zr(%)dm.
registrations. Gley valrie 112012008 0310 AM EST e " O

Creler Ticket:

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During data entry,
the Scheduled Offering may have been mistakenly placed in an incorrect domain.

Tip: The Reports menu contains a Registration Status report listing the status for all registered Users selected for a
specific Scheduled Offering(s).
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Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.
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Register a User in a Scheduled Offering

Step

1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Grid View screen,
locate the desired
Scheduled Offering.
Tip: Use the Ctrl+F function
to quickly find a User.

Select the Edit link
corresponding to the
desired Scheduled
Offering.

Click the Registration
tab.

Scroll down to the Add a
User to the Scheduled
Offering Registration
section.

View

Learning

tems
Scheduled ferings
Cl =3

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search:

O vez @ o

Offering Type: O tem ottering type O Schedule Block affering type ® Both

Scheduled Offering 1D Starts With

ttemiSchedule Block Cx Starts With +

Descrigtion: Starts with v

Start Date After

MDD YY) B 10262008

Start Date Before: =

(MMDDA YY)

Scheduled Offering ID ltem/Schedule Block

a09 D D Classroom THG-AS-AGLEARH (Rev 11/M6/2006 12:00 AM EST)

403 D D Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)
404 k D D Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)

Scheduled Offering ID

403 Q2

404 %]

Cost Calculstion Cost Summeaty Pricing
Segments Registration Contacts

Add a User to the Scheduled (ffering Registration



Notes

Inform the students that
if they know the
Learner ID, they can
enter it directly in the
Learner ID field.

Mention to students
that this is where they
can assign a Learner to
a Waitlist.

Inform students that
after clicking the Add
button it is unnecessary
to click the Apply
Changes button in the
Edit the Registered
Learners for the
Scheduled Offering

Register a User in a Scheduled Offering

Step
9.

10.

1.

12.

13.

14.

15.

Activity

Select the Add one or
more from list link or the
Add from request list
link to search for and
enter Users.

Note: A request list is a list
of Users who have

requested to attend the
Scheduled Offering.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results tab,
select a registration status
from the Registration
Status drop-down list.

Select a slot, if
appropriate, from the Slot
ID drop-down list.

Select the Add check box
for each User to be
registered to the
Scheduled Offering.

Select the applicable
Email confirmation to
User, Instructor,
Supervisor, and/or
Contacts check boxes at
the bottom of the User
list.

View

Add a User to the Scheduled Offering Registration

Erter criteria ar acdd i?e or more from list You can also_add from reguest list.

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search:

O ves @ 1o
User ID: Starts With (%
Last Mame: Starts with |+
First Mame: Starls 'with »
Wicicle: Initisil: Starts Wwith (v
User Status: @ active O ot active O Both

Domains:
Registration Status

EMROLLIE

Starts with v v

VAITLIST(vailisted)
CANCELLED(Cancelied)

LEARMERDS | EMROLL(Enrolled)
Learner, Bill

Chargeback Price (%)
ﬂmm (loogon.ony | Orcer Ticket

LEARMERDS | ENROLL(Enrolled) w| 205 v
Learner, Bil

Edit

Email confirmations to: Dﬁser D Instructar D Superyvizor D Contacts
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Notes
Register a User in a Scheduled Offering

Step Activity View

section of the 16. Click Add.
Registration tab. At

this point they should
validate the registered
Learners.

Note: Be sure to scroll down
to the bottom of the screen
to verify the addition.

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During
data entry, the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.

Edit Registered Users for a Scheduled Offering

Step

1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Grid View screen,
locate the desired
Scheduled Offering.

Tip: Use the Ctrl+F function
to quickly find a User.

Select the Edit link
corresponding to the
desired Scheduled
Offering.

Click the Registration
tab.

Scroll down to the Edit
the Registered Users for
the Scheduled Offering
section.

Select a User’s
corresponding Edit link to
make edits to the User’s
registration information.
Note: Edits can only be
made to one User’s
registration at a time.

View

Learning

tems
Scheduled ferings
Cl =3

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search: O ves & g

Offering Type: O tem ottering type O Schedule Block affering type ® Both

Scheduled Offering 1D: Sharts With %

ltem/Zcheduls Block ICr Starts Wwith »

Descrigtion: Starts with v

Start Date After

T B 10262008

Start Date Before: =

(MMDDA YY)

Scheduled Offering ID IL=mlS:h=duI= Block
a09 Q E‘ Classroom THG-AS-AGLEARH (Rev 11/M6/2006 12:00 AM EST)

403 L\, E‘ Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)
404 L\, E‘ Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)

Scheduled Offering ID

403 Q2

404 @]

Cost Calculstion Cost Summary Pricing
Segments Registration Contacts

Edit the Registered Users for the Scheduled Offering

Registration Status

LEARMNEROS
Learner, Llec

EMROLL (Enrolled)
1421 (2006 0303 PM EST
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Notes

Edit Registered Users for a Scheduled Offering

Step Activity View

10' Make the approprlate User ID: LEARMERO4 User Matme: Lesarner, slec
h to the Users’ o e
C a_nges_ o . ) Registration Status EMROLL(ERallze) v
registration information for  ressrmenose e
the Scheduled Offering. Registraton Tie: e

Time Zone: EST (Esstern Standsrd Time) v

Comments:

Send confirmation notification to: D Uzer D Instructor D SUpErvisar D Cther

11' SeIeCt the _Send Send confirmation notification to: %‘ User [ Instructor [ Supervizar [ ather
Confirmation

Notification to User
check box to provide
Users with a confirmation.
Note: Select the
Instructors, Supervisors,
and Contacts check boxes
accordingly to provide them
with confirmations.

12. Click Apply Changes. apely Changes |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During
data entry, the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.

Withdraw a User from a Scheduled Offering

Step

1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
Scheduled Offering.

Tip: Use the Ctrl+F function

to quickly find a Scheduled
Offering.

Select the Edit link
corresponding to the
desired Scheduled
Offering.

Click the Registration
tab.

Scroll down to the Edit
the Registered Users for
the Scheduled Offering
section.

Locate the User to be
removed (Withdrawn).

View

Learning

tems
Scheduled ferings
Cl =3

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your sesrch

Case sensitive search: O ves & g

Offering Type: O tem ottering type O Schedule Block affering type ® Both

Scheduled Offering 1D: Sharts With %

ltem/Zcheduls Block ICr Starts Wwith »

Descrigtion: Starts with v

Start Date After

T B 10262008

Start Date Before: =

(MMDDA YY)

Scheduled Offering ID IL=mlS:h=duI= Block

a09 Q E‘ Classroom THG-AS-AGLEARH (Rev 11/M6/2006 12:00 AM EST)

403 L\, E‘ Classroom THG-MSPOWERPOINT-101 (Rev 7/3/2005 01:09 PM EST)
Q

404 [&]  Classroom THG-MSPOWERPOINT-101 (Rev 7/32005 01:09 PM EST)

Scheduled Offering ID

403 Q2

404 @]

Cost Calculstion Cost Summary Pricing
Segments Registration Contacts

Edit the Registered Users for the Scheduled Offering

Registration Status

LEARMERO4
Learner, &lec [%

EMROLL (Enralled)
11421 /2008 03:03 PM EST
Eciit
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Notes
Withdraw a User from a Scheduled Offering

Step Activity View

10. Select the Select check
box next to the User to be

removed (withdrawn) from @@

the Scheduled Offering.

11. Click Remove. w

12 Sele(,tt the send Send confirmation notification o % User D Instructar |:| Supervisar |:| ther
Confirmation

Notification to User
check box to provide
Users with a confirmation.
Note: Scroll down to the
bottom of the list of names
to select the Instructors,
Supervisors, and Contacts
you wish to also receive
confirmations.

13. SEIGCt_the R_em ove Remove azsocisted tem from the learning plan
associated item from

the learning plan check
box to remove the Item
from the learning plan.

14. Click Apply Changes. [Apply Changes |

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During
data entry, the Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes
Step
Remind students that 1.
required fields are
identified by a red 2
asterisk. Although '
remaining fields are not
required, students
should complete as
many as they feel are
necessary.
The Class Roster 3.
report displays each
selected Scheduled
Offering to include in
the report and the
instructor and Learners 4.
who have been
scheduled for it.
5.
6.
7.
8.

Activity

Select the Reports menu.

Select Learning from the
left menu.

Select Class Roster.

Enter a title for the report
in the Report Title field.

Note: The default entry for
this field is Class Roster.

Enter a header and footer
for the report in their
respective fields.

Click either the Browser
or Local File view option
to view the report.

Note: Browser is the default
selection; when selected, it
displays the report within the
browser. Selecting Local
File saves the report to your
hard drive to be opened at
your convenience.

Click the XML, CSV,
HTML, or PDF view
option for creating the
report.

Note: The default format is
HTML.

Select the Mask User IDs
check box to mask a
User’s ID.

Note: The default setting is
for this check box to be
selected so User IDs can not
be read.

View
Feports

+ Performance
+ Leaing
+ o

Class Progress

Class Roster
Curﬁ ia with Related Jok

Positions

Report Title:

Report Header:

Report Footet:

Feport Destination:

Report Format:

ask Uzer IDz

Create a Class Roster Registration Report

Class Roster

C&Ernwser ) Local File

O s O csv %HTML O POF

125



Notes

If students know the
Scheduled Offering ID
for which they want a
roster, they can enter it
directly into the
Scheduled Offerings
field. Multiple IDs
should be separated
with a comma.
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Create a Class Roster Registration Report

Step
9.

10.

1.

12.
13.

14.
15.

16.

Activity

Select the Page Break
Between Records check
box to break the report
between each record.
Note: The default setting
is for this check box to not
be selected.

Select the Filter icon.
The Scheduled Offering
ID may be typed directly
into the box, if known.

Search for desired
Scheduled Offering.

Click Search.

Select the Select check
box corresponding to
each Scheduled Offering
for which a roster will be
printed.

Click Submit Selection.

On the View Filter tab,
select the Remove check
box corresponding to any
Scheduled Offering to be
removed from the filter.
Note: To add a Scheduled
Offering to the filter on
this tab, enter the
Scheduled Offering ID in
the Scheduled Offerings
field and click Add.

Click Submit Filter.

View

F'age Break Between Records

Scheduled Cffering:

Exact %
Search Scheduled Offerings
Enter a value for each figld that you want to use to fiter your search. Some fields allow you to select from a list of
values, You can also addd o remove search criteria to further refine your search.
Case senstive search: O ves ® o
Offering Type: O tem offering type ' Schedule Block offering type & Bath
Scheduled Offering ID Starts With v
tem/Schedule Block 1D: Starts With
Description: Starts With (v
Start Date After:

10426/2006
(MMDDAY YY) |
Start Date Betare: m
(MMIDDA Y YY)
Scheduled Offering ID | kem/Schedule Block @
854 Classroom THG-MSEXCEL-101 (Rev
7/8/20035 0106 PM EST)

[SuSmit Selection’

Select All f Deselact All

Scheduled Offering ID | tem/Schedule Block m
B854 Clazsroom THG-MSEXCEL-101 D

(Rev 74512005 01:06 P EST)
Select All/ Deselect All




Notes

Inform students they
can click Schedule
Job to specify a date
and time to run the
report as a background
job or to click Reset to
revert to system
default.

Create a Class Roster Registration Report

Step Activity View

17. Click Run Report. [Run Report |
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Notes

Inform students that the
Registration Assistant
tool is helpful for
situations in which
more than one Learner
must be registered or
unregistered.

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.
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Use the Registration Assistant Tool to Register a User for a

Scheduled Offering

Activity

Select the Learning
menu.

Select Tools from the left
menu.

Select Registration
Assistant.

Select the Register
Users option button.

Note: This is the default
selection.

Click Next.

Click the Scheduled
Offering Search icon.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
select the Select link for
the Scheduled Offering to
be added and return to
the Step 2: Select
Scheduled Offering
screen.

10. Click Next.

View

Learning

Taszks
+ Tools
+ Ra?_n]urces

Curriculum Scheduling
Registration Assistant
Invertar ljustment

O'I.ﬁ.l’rthdraw Uzers O Reserve Slats ﬁ%Register Uzers

—

* Scheduled Offering: (%

Search Scheduled Offerings

Enter a value for each fisld that you wart to use to fiter your search. Some fields allow youto select from a list of
walues, You can also add or remove search criteris to further refine your search

Casze sensitive search: O ves @ no

Oftering Type: O tem offeringtype O Schedule Block offering type &) Both

Scheduled Offering 107 Starts Wwith »

temiSchedule Black I Starts With »

Description: Starts Wwith w

Start Date After.

DDA E 10/26/2008

Start Date Before: E

(MMDDAY Y YY)

Scheduled Offering ID IlemE:heﬂule Block I:m_

643 Classroom THG-MSWORD-101 (Rey lect
7I5£2005 01:02 PM EST)

259 Classroom THG-MSWORD-101 (Rev Select

71512005 01:02 PM EST)



Notes

Inform students that it
is unnecessary to click
Apply Changes at this
point.

Use the Registration Assistant Tool to Register a User for a

Scheduled Offering

Step

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Activity

Select the Add one or
more from list link to
search for and enter
Users.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results tab,
select the Add check box
next to each User to be
added.

Click Add.

Scroll down to the Edit
Users section.

Remove Users as
necessary by checking
the appropriate Remove
box.

Click Apply Changes.

Click Next.

Enter additional
comments/information
pertaining to each User in
the corresponding
Comments field.

Click Next.

View

Add Users
Erter Uzer ID, Registration Status D or add one ar mare frn:nrrryﬁi

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allowr you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search:

O ves @ 1o
User IDx Starts Wwith |+
Last Mame: Starts Wwith |»
First Mame: Starts with
Micldlle: Initial: Starts with w

User Status:

@ active O Net Active O Both
w h 4

Domains:

Registration Status I <
ime Zone:

LEARNERD4  Learner, ENROLL(Enrolied) v | B 12006
Alec

Starts with

04:27 PM
EST (Eaistern Standard Time) v

—

Edit Users

[rame o s

Learner, Charlie EMNROLL (Enrolled)

11/21/2006 04:27 PM EST k

[ Apply Changes |

—
B

LEARMERD3
Learner, Ed %

—
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Notes

Use the Registration Assistant Tool to Register a User for a

Scheduled Offering

Step Activity View

Inform students that for 22. Click Next to skip the I

the purposes of this Step 5: Edit Financial
training cost is not Data sereen

being addressed and

as such they should not 23 i
make any changes to ) Selec_:t the_EmaII Email confirmations to: Users Instructors ] supervisors [¥] Contacts
the Step 5: Edit confirmations to Users, PO

Financial Data screen. Instructors,
Supervisors, and/or
Contacts check boxes if
it is applicable.

24. Click Finish. Iilllﬁﬂ

20 Review the Scheduled . (e —

Offering’s registration
status on the Finish Status:

screen.
& Al regiztrations in this scheduled offering were successiul,

Tip: If a Scheduled Offering can not be located, search for the Scheduled Offering in other domains. During
data entry, the Scheduled Offering may have been mistakenly placed in an incorrect domain.

Tip: When using the Registration Assistant tool to Withdraw a student, steps are similar to those above, with the
exception of two elements:

1. Select the Withdraw check box for those students to be Withdrawn.

2. Onthe final step, select the Remove associated item from the learning plan check box to remove the
Item from the User’s Learning Plan.

Tip: To avoid data formatting errors, use the Selection icon assistant.
Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection icon.
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Notes

If the Scheduled
Offering is in an
incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.

Use the Registration Assistant Tool to Reserve Slots for a

Scheduled Offering

Activity

Select the Learning
menu.

Select Tools from the left
menu.

Select Registration
Assistant.

Select the Reserve Slots
option button.

Click Next.

Click the Scheduled
Offering Search icon.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results screen,
select the Select link for
the Scheduled Offering to
be added and return to
the Step 2: Select
Scheduled Offering
screen.

10. Click Next.

View

Learning

Taszks
+ Tools
+ Ra?_n]urces

Curriculum Scheduling
Registration Assistant
Invertar ljustment

Chwithdravy Users %esewe Stz O Register Uzers

—

* Scheduled Offering: (%

Search Scheduled Offerings

Enter a value for each fisld that you wart to use to fiter your search. Some fields allow youto select from a list of
walues, You can also add or remove search criteris to further refine your search

Casze sensitive search: O ves @ no

Oftering Type: O tem offeringtype O Schedule Block offering type &) Both

Scheduled Offering 107 Starts Wwith »

temiSchedule Black I Starts With »

Description: Starts Wwith w

Start Date After.

DDA E 10/26/2008

Start Date Before: E

(MMDDAY Y YY)

Scheduled Offering ID IlemE:heﬂule Block I:m_

643 Classroom THG-MSWORD-101 (Rey lect
7I5£2005 01:02 PM EST)

259 Classroom THG-MSWORD-101 (Rev Select

71512005 01:02 PM EST)
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Notes

Use the Registration Assistant Tool to Reserve Slots for a

Scheduled Offering

Step Activity View

11. Click the Organization ID
Search icon to select and
enter an Organization ID.

Organization 10

f

Search Organizations

12. Onthe > Search screen,
enter the appropriate T gy 1 youto select oma [t f
search criteria.

Case senstive search O ves @ o
Crganization 0 [startswitn ~] [ |
Description: |Sta|1$\/\l'rth v| | |
Organization Type: [sterts witn v | |=!
Organization Group: [starts witn ] | |7
13. Click Search. [Search |
14. Select the Select link next
to the Organization to be  crem S o
added. G &
= <Bs| Select

15. Enter the required
number of slots in the

Slots field.
Remind students that 16. Select a status from the Registration
they do not need to Registration Status Status ID

change the fields if the
default field is accurate.

drop-down list.

Note: The default is set to
Enrolled.

EMROLL (Enrolled)

17. Click the Calendar icon to  [FEGE—_—_
select and enter a Date
Reservation date.

Note: The default is set to vh

the current date.
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Notes

Remind students that
they do not need to
change the fields if the
default field is accurate

Use the Registration Assistant Tool to Reserve Slots for a

Scheduled Offering

Step Activity View
18. Enter the reservation time [
in the Time field.

01:41 Phd

N

| EST (Eastern Standard Time)

19. Click the Time Zone
Selection icon to select
and enter a Time Zone.

20. Click Add.

[Add |
21. Click Next. =3

22. Enter additional

ORG A 5 | ‘

comments/information
about the Organization in
the Comments field.

23. Click Next. W
=

24. Click Next to skip the
Step 5: Edit Financial
Data screen.

25. select the Email
confirmations to
Organizations check box
if it is applicable to this
Scheduled Offering
registration.

S‘mil confirmations to Organizations

26. Click Finish.

27. Review the Scheduled Finished
Offering’s registration
status on the Finish Status:
screen.

Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.

‘[

& All slot reservations inthis scheduled offering were successful.
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Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.

134



Managing Curricula Records

A Curriculum is a grouping of learning. The Requirements, Subcurricula, Items, and
Documents are grouped to make them easier to assign, track, and maintain.
Curricula management tasks are accessible from the Learning > Curricula menu.

Managing Curricula tasks include: Creating Requirements, View, Add, Edit, Copy,
and Delete a Curriculum Record.

A Day-in-the-Life Scenario
All new employees are required to take a series of learning events, including an
orientation class, privacy basics, security literacy, and ethics and civil rights
training. The easiest way to assign and track this is to create a curriculum
containing all of the required Items and verify its completion.

Requirements

Requirements are intended to give the administrator, and the User, more flexibility.
Now the User can choose several Iltems from a larger pool, or complete any number
of Items from the pool, so long as a minimum number of contact hours (or credits) is
met. The original parameters are set by the administrator; the User then makes
specific choices to best suit his/her needs and preferences.

Requirements are assigned to Users through curricula. The administrator associates
a requirement with a curriculum, and then assigns the curriculum to a User, thus
providing an easy-to-use mechanism for the User to complete the requirement.
Requirements can use period-based assignments, just as curricula could before, so
that mandatory retraining intervals can be enforced.

Space and time restrictions prohibit a comprehensive discussion of all the
permutations possible with requirements. The fundamentals will be discussed here;
more detailed information will be available in the online AgLearn Administrators’
Reference.

There are three basic types of requirements. You may specify a number of ltems
from a pool, a number of hours or credits from a pool of Items, or just a number of
hours or credits. Examples of each:

¢ Items from a pool of Items — The requirement may be for the User to complete
any three from a pool of five Iltems (two from a pool of three, four of six, etc.).
Ethics training, for example, requires the User to take three Items each year,
from a pool of seventeen.

e Hours (or credits) from a pool of Items — The requirement may be to complete
fifteen hours from a pool of Iltems; credits, or Continuing Professional Education
units (CPE) may also be used. Some certifications require Users to attain a
specified number of CPE units in their field each year to retain their certification.

e Hours (or credits) from any Iltems — An agency or organization may require any
or all of its employees to complete forty hours a year of training, regardless of
the discipline or subject.

Like many things in AgLearn, creating requirements is not difficult, but it has to be
done correctly. Below are the steps required to create each of the three major
requirements.
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Creating a New Requirement: Items from a Pool of Items

Step Activity View
1. Select the Learning Learning
menu.
2. Select Requirements. Curriculs
Reguirements
C%';mun'rties
3. Select Add New. Search| Ad@lew | Help |
4. In theAdd New * Requirement Type: # Hourz of specified Hour Type w
Req uirement mOdU|e’ go |0 # Hours of specified Hour Type
to the Req u | rement Type ’ # Hnursof specifie Hour Type from Poal of kems
drop—down list and De=cription: Ik
choose # Items from
Pool of Items.
5. Typean ID and *ID:
Description for the Descrigtion:

requirement.

6. '
Type a Domain ID or | * Domair: O, \PUBLIC
search for one b%'cllckmg \[F_n)
the Search icon "4,

7. Accept the default * Creation Date:
Creation Date, type a %WMDDE

different date, or click the
Calendar icon ™ to select
a date.

8. Uncheck the Active
checkbox if you wish to
make the requirement
inactive. (Requirements
are active upon creation
by default.)

Active:

9. Type Comments if you
wish.

Comments:

10. Click Next. M
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Creating a New Requirement: Items from a Pool of Items
Step Activity View

11. Add Items to the Item
Pool by clicking the Add

one or more from list
link ftem Type ftermn IC

Create tem Pool
Enter tem 1D ar add Dna}nr mare from list

Note: The number of Items i
must be equal to or greater

than the number entered

into the Required Number

of Iltems field in Step 12.

12. Click Add after each Item [add |
selected until you have all
the Items needed for the
pool.

13. Type the Required
Number of Items.
Note: The required number * Required Number of tems:
of Items must be equal to or %
greater than the number of
Items in the pool.

14. Click the Add button W%M

Zelect Hour Type and enter Required Hours

nearest the top of the
page.
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Creating a New Requirement: Hours of a Specified Type from

a Pool of Iltems

Activity

Select the Learning
menu.

Select Requirements.

Select Add New.

In the Add New
Requirement module, go
to the Requirement Type
drop-down list and
choose # Hours of
specified Hour Type
from Pool of ltems.

Type an ID and
Description for the
requirement.

Type a Domain ID or
search for one by clicking
the Search icon ©.

Accept the default
Creation Date, type a
different date, or click the
Calendar icon ™ to select
a date.

Uncheck the Active
checkbox if you wish to
make the requirement
inactive. (Requirements
are active upon creation
by default.)

Type Comments if you
wish.

10. Click Next.

View

Learning

Curricula
Requirements
C@';I'nun'rties

Search | Ad@lew | Help |

* Requirement Type: # Hours of specified Hour Type L

# Hours of specified Hour Type

* N b
ID: # Hours of specified Hour Type from Poal of keps
Descrigtion: # tems from Pool of fems k
* |0
Description:
* Domain: Q, |puBLIC

* H .
Creation Date: % 1 S 006

Active:

Comments:

(M=t



Creating a New Requirement: Hours of a Specified Type from

a Pool of Iltems
Step

1.

Activity

Select the Hour Type
from the drop-down list.

12. Enter the Required

Hours (i.e., hours of the

required type needed to

fulfill the requirement).
13. Add at least one Item to
the Item Pool by clicking
the Add one or more
from list link in the
Create Item Pool
module.
14. Click Add after each
addition until you have the
complete pool.
15. When all Items have been
added, click the Add
button nearest the top of
the page.

View
Select Hour Type and enter Reguired Hours

Total Hours

Taotal Hours
Credit Hours
Contact Hours
Cpe Hours

* Hour Type:

* Required Hours:

* Required Hours:

Create tem Pool
Enter tem 1D ar add Dn&lnr mare from list
e 1D

tem Type

—
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Creating a New Requirement: Hours of a Specified Hour Type

Step Activity View
1. Select the Learning Learning
menu.

2. Select Requirements. Curriculs
Reguirements
C&‘let'}'nun'rties

3. Select Add New. Search| Ad@ew | Help |

4' In the Add NeW * Requirement Type: # Hours of specified Hour Type w

Requirement module, go .,
to the Requirement Type

# kems from Pool of tems

drop-down list and peseritor:
choose # Hours of
specified Hour Type.
5. TypeanIDand *ID:
Description for the Descrigtion:
requirement. '
6. '
Type a Domain ID or * Domair: Q, puBLIC

search for one by clicking
the Search icon )C/l {b

Creation Date, type a
different date, or click the
Calendar icon ™ to select
a date.

7. : i :
Accept the default Creation Date: %1 006

8. Uncheck the Active
checkbox if you wish to
make the requirement
inactive. (Requirements
are active upon creation
by default.)

Sctive:

9. Type Comments, if you
wish.

Comments:

10. Click Next. M
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Creating a New Requirement: Hours of a Specified Hour Type
Step

1.

12.

13.

Activity

Select the Hour Type
from the drop-down list.

Enter the Required
Hours (i.e., hours of the
required type needed to
fulfill the requirement).

Click the Add button.

View
Select Hour Type and enter Reguired Hours

Total Hours

Total Hours
Credit Hours
Contact Hours
Cpe Hours

* Hour Type:

* Required Hours:

* Required Hours;
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Requirement Grouping

Requirements can be assigned to a curriculum individually, in multiples, or in groups.
When assigned individually, the requirement must be fulfilled for the curriculum to be
considered complete. When multiple requirements are assigned to a curriculum, all
requirements must be fulfilled for the curriculum to be considered complete.

Requirement Groups allow administrators to assign multiple requirements to a
curriculum, and leave it to the User to decide which requirement to fulfill to complete
the curriculum.

For example, if a curriculum has two standalone requirements, A and B, the User
must fulfill Requirement A and Requirement B for the curriculum to be completed. If
Requirements A and B are grouped together, the User may fulfill either Requirement
A or Requirement B to complete the curriculum.

Creating a Requirement Group

Step  Activity View
1. Select the Learning Learning
menu.
2. select Curricula. Group Instances
Cug\‘@ula
Redeement s
3. On the > SearCh .SCI’een, Case sensitive search: O Ve @ Mo
enter the appropriate
search criteria. Curriculum ID: Starts With v
Note: See Managing Data Curriculum Tile: Starts With |+

Entry and Searches for
more detailed information on  addRemove Criteria

searching.
4. Click Search. =
5. Onthe Results tab, | Cortuom - [ Comcuamtee |
R THG-ALAPHIS 101 |_I_L| APHIS
locate the desired Toaens b DIl THG-a-CoRN
TNG-BH-CURR 202 Film Wiriting Curriculum

Curriculum record.

Tip: Use the Ctrl+F function
to quickly find a Curriculum
on the screen.

Curriculum. THG-A-APHIS 101 D i
THE-APHIS ]
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Creating a Requirement Group

Step
7.

10.

1.

12.

13.

14.

15.

Activity

Click the Requirements
tab.

Find the requirements
that you wish to group
together and click the
corresponding Select
checkboxes.

Click the Group button.

Enter a Group
Description.

(Optional) Enter an Initial
Number, select an Initial
Period from the drop-
down list, and choose the
Initial Basis (either
Calendar or Event).

(Optional) Enter the
Retraining Number,
select a Retraining
Period from the drop-
down list, and choose the
Retraining Basis (either
Calendar or Event).

Click the Calendar icon

M to select an Effective
Date.

Click Create Group.

The Group will appear in
the Update the
Requirements for the
Curriculum section.
Click the Expand icon

to review the data and the
Edit link to update it.

Catalogs
e m SUSEUr e
——

I S T S )
AC Reqguirement TEST - 4 ftems from ftem pool Excel Requirement & Edit \,
B ac Requirement Test 2 - 4 itemns from item pool Excel Requirement B Edit r%
Group Description:

Initial A ssigrmernts:
Initial Murmber: s .
sl e Initial Period: Days v
Initis] Basis: O calendar @ Evert

Retraining Assignments:

Reetraining humber Retraining Period: Days e

Retraining Basis: O calendar ® Evert

Effective Date:

[Create Group'|

Update the Requirements for the Curriculum

Select All / Deselect All

I T R N

Requirement Group Excel Group 1 Edit D

Initial Assignments: MNid
Retraining Assignments: M
Effective Date:

AC Requiremert TEST - 4 tems from item  Excel Requirement &
pool
—OR--
AC Reqguirement Test 2 - 4 tems from Excel Requirement B
itetn pool
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Notes

If the Curriculum is in
an incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.

After selecting the
View link, the > Search
> Search Results >
View Summary screen
appears.
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View a Curriculum Record

Step

1.

Activity

Select the Learning
menu.

Select Curricula.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
Curriculum record.

Tip: Use the Ctrl+F function
to quickly find a Curriculum
on the screen.

Select the corresponding
View icon to view more
information.

View

Learning

Group Instances

Cugbula
Reteemerts

Caze senztive search: O ves @ g
Curriculum (D Starts With %
Curriculum Title: Starts With | »
AddRemove Criteria

THG-AFAPHIS 101 [DI[= APHE

THG-APHIS
THG-BH-CURR

[DI[E)  TNG-AILCORN
U Film Wiiting Curriculum

381 !
AC-TEST CURRICULA

ADwIM-BUDGET

E|E] E]



Notes

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.

Add a Curriculum Record

Step

1.

Activity View
Select the Learning Learning
menu.

Select Curricula. Group Instances
Cugl@ula
Fe ements

Select the Add New link. Search|Ad®ew|Help|

Enter the_ curriculum_ IDin + Curriculum ID:
the Curriculum ID field.
Note: Check with your %

agency lead for the proper
AgLearn naming convention.

Enter a title for the new Tile:
curriculum in the Title Ly
field. '

Click the Creation Date Create Date:
Calendar icon to select %WMUDE
and enter a creation date.

Select the Active check .
box if the Curriculum is 3
active.

Click the Domain Search . . Q,
. Domisin:

icon to search for and {F_n)
enter a domain.

Note: Domain is a required

PLUBLIC

field.
Click the Curriculum E'R-l;éhégﬁ "
. . FOCLIFEme
Type selection icon to PROG (Programs)
search for and enter a RISK_MGMT (Risk Management)
curriculum type. SCIENCE (Science)
SEC (Security)
Curriculum Type: [:%
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Notes

Inform students they
can select the Help link
to locate context
sensitive help
regarding field
definitions on each
screen.

After clicking the Add
button, the > Search >
Search Results > Edit
Summary screen
appears.
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1.

12.

13.

15.

Activity

Click the Basis Date
Calendar icon to select
and enter a basis date.
Note: The Basis Date
defines the beginning point
of the time periods which are
built using the initial
assignment information or
the retraining assignment
information.

Select the Force
Incomplete check box to
have the system calculate
the Item’s completion
status based on the
User’s latest attempt at
completing the Item.
Note: If the User’s latest
attempt is incomplete, the
system will calculate the
expiration and required
dates based on the
date/time of the last
unsuccessful attempt.

Enter a curriculum
description in the
Description field.

Click Add.

Caution: A Validation Error
message will appear if all
required fields are not
complete.

- Review and edit the

information displayed on
the Summary tab.

Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Add a Curriculum Record

Step
10.

View

Biasizs Date: %ﬂ’l 212005

Force Incomplete:

Description;

b =zignment Profiles Catalogs

[Apply Changes |



Notes

After selecting the
Iltems tab, the >
Search > Search
Results > Edit Iltems
screen appears.

If the ltem is in an
incorrect domain, a
person with the right
permissions will need
to move it to the correct
domain.

Add a Curriculum Record

Step Activity

16. Click the Items tab.

17. Select the Add one or

more from list link to
search for and enter
Items to the Curriculum.
18. On the > Search screen,
enter the appropriate
search criteria.
Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

19. Click Search.

20. select the corresponding

Add check box for each
Item to be added to the
Curriculum.

21. Click Add.

22. Review the added Items

in the Update the Iltems
for the Curriculum
section.
Tip: To remove an Item from
the Curriculum, select the
corresponding Remove
check box and click Apply
Changes.
23. Select the Requirements
tab.

View

Aszignmernt Profiles Catalogs

Erter tetn ID or add one or more from list

SUmmEry

Casze sensitive search: O ves @ Na

tem Types: Starts With » E
tem ID: Starts With (s

Revigion Date: E

[ ]

Revision Number: Starts \With | »

ftem Title: Startz With

tterm Status:

@ active O Nat active O Bath

tem Clagsification: Starts With |« E=|

Cnling Seftings: ] Has online content

Daomains: Starts With hd T

Subject Areas: Starts With w =
T

Classroom USDA-HEWEMPLOYEE (Rev 10/5/2004 10:03 P MST) UISDA New Emplayes Oriertation Iﬂ

Clazsroom USDAaglearnTrivl02 (Rey 901 5/2004 06:55 &AM MST) Administrator Training (Irtrocduction D

—

Update the ltems for the Curriculum

Catalogs

tems
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Notes

Curricula can stand
alone or be part of
another Curriculum as
well. For example, CPR
Training can be a
stand-alone Curriculum
or a Subcurriculum of
other Curricula.

If a Subcurriculum is in
an incorrect domain, a
person with the right
permissions will need
to move it to the correct
domain.
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Add a Curriculum Record

Step

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

Activity

Select the Add one or
more from list link to
search for and enter
Requirements to the
Curriculum.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Requirement to be added
to the Curriculum.

Click Add.

Select the Subcurricula
tab.

Select the Add one or
more from list link to
search for and enter
Subcurricula into the
Curriculum.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Subcurriculum to be
added to the Curriculum.

View

add one armare from list

Case sensitive search: O Ves @ Mo
Requiremert Type: Starts With E=|
IC: Starts With %

Status: @ active O not setive O Beth

| Search |

AC Reguirement TEST - 4 tems from item pool Excel Requirement A
AC Reguirement Test 2 - 4 itemns from tem pool Excel Reguirement B ﬂk

Enter Curriculum D or add one o more from list

Documents

Casze senstive search: ) vas &) Mo
Curriculum IO Startz With
Curriculum Tile: Startz Wwith

AddRemove Criteria

| Search |
[cumcawmo e |

FS-Safety Safety and Health Awareness %

FSR1_SafetyQual  Health and Safety



Notes

If the ltem is in an
incorrect domain, a
person with the right
permissions will need
to move it to the correct
domain.

Add a Curriculum Record

Step

34.

35.

36.

37.

38.

39.

40.

41.

Activity

Click Add.

Scroll down to the Update
the Subcurricula for the
Curriculum section to
review the add
Curriculum.

Tip: To remove a
Subcurriculum from the
Curriculum, select the
corresponding Remove
check box and click Apply
Changes.

Select the Documents
tab.

Select the Add one or
more from list link to
search for and enter
documents into the
Document ID field.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Document to be added to
the Curriculum.

Click Add.

View

—

Update the Subcurricula for the Curriculum

Subcurricula

Erter Document ID or sdd one o more from list

Case senstive search: O ves @ o

Document [0 Startz “With

Title: Starts With

vocument 0 Jbemerpion | am |

TNG-ARSSEC-  Security st ARS Facilties (PowerPoirt Presertation)

PPT

—

%
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Notes
Add a Curriculum Record

Step Activity View
42 . ReVI eW th e add ed Update the Documents for the Currieulum
Documents in the Update Wrreyrmmren
the Documents for the
: . T T R
CU rrl C U I U m SeCtlon . THG-ARSSEC- Security at ARS Facilties (PowerPoint Presentation) o O

PPT

Tip: To remove a Document
from the curriculum, select
the corresponding Remove
check box.

43. Select the Job Positions _ -
tab to view the Job Subcurriculs Documents

Positions associated with
a Curriculum record.

44. select the Assignment e
Profiles tab. Catalogs

Summatry ftems
45. select the Add one or add one ormore from list
more from list link to
search for and enter
Assignment Profiles
associated with the
Curriculum.
46. On the > Search screen,
enter the appropriate Caze zensitive search; O Ve @ Mo
search criteria. Assignment Profile O Charts With |+
Note: See Managing Data Descrigtion: Starts With
Entry and Searches for
more detailed information on
searching.
47. Click Search. Search |
48. select the corresponding
Add check box for each AP-CATALOG & Assigment Profile Created through Lpgrace-CATALOG A R
Assignment Pl‘Oflle to be AP-CATALOG B Assigment Profile Crested through Upgrade-CATALOG B 0

added to the Curriculum.

49. Click Add. w

50.
Select the Catalogs tab. ssignment F'rcufiles

SuUmmary tems
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Notes

Step

51.

52.

53.

54.

55.

56.

Activity

Select the Add one or
more from list link to
search for and enter the
Catalogs in which you
would like for this
Curriculum to appear.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Catalog to which the
Curriculum should be
added.

Click Add.

Designate Flag
information, and enter an
Expiration Date, if
needed.

Add a Curriculum Record

View

add one armare from list

Caze sensitive search: O ves @ po
Catalog ID: Starts With %
Dezcription; Starts With  »
Active:

@ active O Mot sctive O Beth

| Search

e E————
HUMANTECH Human Technology Courses
KARTA HARTA COURSES
METGIT METG IT COURSES D D

—

Eltllnn
Crteton 10 mm

Catalog =alely far Flagy:

acdmin training data Uit E
e
Fessemr Featured
Expires: Revised

ADMIN-TRMG

Caution: Do not use the browser Back button when using AgLearn — use the menus, links, and breadcrumbs in AgLearn

to navigate.

Tip: If a Curriculum, Item or Document can not be located, search for the Curriculum, Item or Document in other domains.
During data entry, the Curriculum, Item or Document may have been mistakenly placed in an incorrect domain.
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Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

If a Curriculum is in an
incorrect domain, a
person with the right
permissions will need
to move it to the correct
domain.
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Edit a Curriculum Record

Step

1.

Activity

Select the Learning
menu.

Select Curricula.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Search Results
screen, locate the desired
Curriculum Record.

Tip: Use the Ctrl+F function
to quickly find a Curriculum
on the screen.

Select the corresponding
Edit link.

Make the appropriate
changes to the
information on the
Summary tab.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Click Apply Changes.

Select the Items tab.

View

Learning

Group Instances

Cugl@ula
Retemert s

Casze senstive search: ) vas &) ho
Curriculum IO Starts With
Curriculum Tile: Startz wWith
AddRemove Criteria
Eurli:ulum Title
TNG-A-SPHIS 101 AL APHIS
THG-APHIS L e-A-CoRN

TNG-BH-CURR 202 Film wiriting Curriculum

THG-A-APHIS 101 12 e
THG-2PHIS ]

b =zignment Profiles Catalogs

Aszignmernt Profiles Catalogs

SUmmEry



Notes

If a Curriculum is in an
incorrect domain, a
person with the right
permissions will need
to move it to the correct
domain.

Edit a Curriculum Record
Step

10.

1.

12.

13.

14.

15.

16.

Activity

Select the Add one or
more from list link to
search for and enter
Items into the Curriculum
record.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
select the corresponding
Add check box for each
Item to be added to the
Curriculum.

Click Add.

Review the added Items
in the Update the Iltems
for the Curriculum
section.

Tip: To remove an Item from
the curriculum, select the
corresponding Remove
check box.

Select the Edit link of the
Item to be edited.

View

add one armare from list

Caze senzitive saarch; O ves @ pg

e Types: Startz With =
term I Starts With w

Revision Date: E

(MMIDDAY YY)

Fevigion Mumber: Shartz 'With | »

tern Title: Startz With

term Status:

@ active O nat active O Bath

ttemn Classification: Starts With |+ E=|

Onling Settings: ] Has online contert

Domains: Starts Wwith v ¥

Subject Areas: Sharts With w =
e

Classroom USDA-NEWEMPLOYEE (Rev 10/5/2004 10:09 Ph MST) USDA Mew Employee Oriertation %

Clazsroom USDAaglearnTrivl02 (Rey 901 5/2004 06:55 &AM MST) Administrator Training (Irtrocduction D

-

e
Classroom THG-MSEXCEL-101 (Rev Ti5/2005 11:06 Basic Excel Edit D
Ahd MET)
Classroom THG-MSEXCEL-102 (Rev 10/14/2005 Intermediste Excel Edit B
01:21 P MST)
=S =)
Claszroom THG-MSEXCEL-101 (Rev 7/8/2005 11:06 Basic Excel Edi D
Ad MET)
Classroom THG-MSEXCEL-102 (Rev 10/ 42005 Irtermediate Excel Edit D

01:21 PM MST)
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Notes

For example, if you
want the learners to
complete the item
within 30 days, select
Days from the Initial
Period drop-down list
and type 30 in the
Initial Number text box.

For example, if you
want learners to retrain
on the item within 2
months, select Months
from the Initial Period
drop-down list and type
2 in the Initial Number
text box.

Tell students that when
they create an Item, the
default date is the
current date; but they
may decide to set it to
a future date since the
curriculum status of
any Learner who is
assigned the curricula
to which they are
adding this new Item
would become
“incomplete” as soon
as the Item is Added.
By making the effective
date a future date, they
are defining a “grace
period” to allow
Learners to complete
the new Item in the
time allotted, without
losing their curriculum.

Tell students that for
online Items the system
will not prevent a
Learner from taking the
Items out of the
scheduled order (i.e.,
the Learner can take
the Items in any order).
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Edit a Curriculum Record

Step
17.

18.

19.

20.

21.

Activity

Enter the Initial
Assignments data.

Note: The values in these
fields indicate how long, in
days, weeks, etc., the Users
has to complete this Item
once it has been assigned.

Enter the Retraining
Assignments data.

Note: The values in these
fields indicate how
frequently, in days, weeks,
etc., the User must be
retrained on this Item.

Click the Effective Date
Calendar icon to select
and enter an effective
date.

Note: The effective date is
the date when a new or
revised Item will be used for
the calculation of Iltem
completion statuses and
curriculum statuses.

Click the Assignment

Type Selection icon to

search for and enter an
assignment type.

Enter a sequence number
in the Sequence Number
field.

Note: A sequence number
indicates the order in which
the Items in the curriculum
will be scheduled by the
system. It is the order the
User is expected to take the
assigned Items in the
curriculum.

View

Initial Az signments:

Initial Mumber: 14 Initial Period:

Initia| Basis: O Calendar &) Evert

Retraining Assignmernts:
Retraining Mumkber:

Retraining Basis: O Calendar @ Ewvent

Effective Date:

Retraining Period:

Darys

Days

b

s

Assignment Type:
LEG_MAND (Legislatively Mandated)
OPT (Optional)
REC (Recommended)
RE (Reguired)
Sequence Mumber: 1



Notes

If a Subcurriculum is in
an incorrect domain, a
person with the right
permissions will need
to move it to the correct
domain.

Edit a Curriculum Record

Step

22,

23.

24,

25.

26.

27.

28.

29.

Activity

Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Select the Subcurricula
tab.

Select the Add one or
more from list link to
search for and enter
Subcurricula into the
Curriculum record.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
Subcurriculum to be
added to the Curriculum.

Click Add.

Review the added
Subcurricula in the
Update the Subcurricula
for the Curriculum
section.

Tip: To remove a
Subcurriculum from the
curriculum, select the
corresponding Remove
check box.

View

[ Apply Changes |

Reguirements m Documents
add one ormore from list
Case sensitive search: @® ves O Mo
Curticulum 1D Startz With
Curriculum Title: Starts With W

Curriculum Status: .@. Active O Mot Active .C} Bath

| Search

FS-Satety Safety and Health Awareness

FSR1_SafetyQual  Heslth and Safety

—

Update the Subcurricula for the Curriculum
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Notes
Edit a Curriculum Record

Step Activity View

30. cClick Apply Changes. [apply Changes |

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications

will be lost.

31.
Select the Documents Subcurricula m Job Positions
tab.

32. select the Add one or add one ormore from list

more from list link to
search for and enter
Documents into the
Curriculum record.

33. On the > Search screen,

enter the appropriate Casze sensitive search: O Ve .@} Ma

search criteria. Document I0: Starts With v

Note: See Managing Data Title: Starts With |+

Entry and Searches for

more detailed information on

searching.

34. Click Search. [Search |

If & Document is in an 35. Select the corresponding
|ncorr‘ect doma'n, Add Check bOX for each l:lf-ARSSEC- Security st ARS Facilties (PowerPoint Prezentation) %

someone with the right
permissions will need
to move it to the correct
domain.

Document to be added to
the Curriculum.

36. Click Add. Eﬁi

37- ReVIeW the added Update the Subcurricula for the Curriculum
Documents in the Update Agply Changes
the Subcurricula for the
Curriculum section. M—?

Tip: To remove a Document
from the curriculum, select
the corresponding Remove
check box.

38. click Apply Changes. [apply Changes |

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.
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Notes

Step

After selecting the Job 39.

Positions tab, the >

Search > Search

Results >View Job

Positions screen

appears.
40.
41.
42.
43.
44.
45.
46.

Activity

Select the Job Positions
tab to view the Job
Positions associated with
a Curriculum record.
Note: Relationships
between Curricula and Job
Positions are managed in
References > Job
Positions menu on the
Curricula tab.

Select the Assignment
Profiles tab.

Select Add one or more
from list to search for
and enter Documents into
the Curriculum record.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the Add check box
for each Assignment
Profile to be added to the
Curriculum.

Click Add.

Review the added
Assignment Profiles in the
Update the Subcurricula
for the Curriculum
section.

Tip: To remove an
Assignment Profile from the

curriculum, select the
Remove check box.

Edit a Curriculum Record

View

Subcurriculs Documents

Job Positions

Assignment

SUmmary tems

add one ormore from list

Caze sensitive search: ) ves &) po

Azgzignment Profile ID: Starts ‘With |»

Description: Starts With |+
AP-ADRIN-TRNG Azsigmert Protile Crested through Upgrade- ADMIN-TRNG
AP-CATALOG A Azsigmert Profile Crested through Upgrade-CATALOG & R
AP-CATALOG B Assigmert Profile Created through Upgrade-CATALOG B |:|
[ Add|

Update the Subcurricula for the Curriculum
Apply Changes
Select All / Deselect All

THG-POVWERPOINT Microsoft Powerpoint Lietails D
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Notes

Step

47.

48.

49,

50.

51.

52.

53.

54.

Activity

Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Select the Catalogs tab.

Select Add one or more
from list to search for
and enter the Catalogs in
which you would like for
this Curriculum to appear.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the Add check box
for each Catalog to which
the Curriculum should be
added.

Click Add.

Designate Flag
information and enter an
Expiration Date, if
needed.

Edit a Curriculum Record

View

[ Apply Changes |

Azsignment Profiles Catalogs

SUmmaEky tems

add one armare from list

Caze sensitive search: O ves @ po
Catalog ID: Starts With %
Dezcription: Starts "With | »
v @ active O ot sctive O Beth

[Search’|

T T
HUMANTECH Human Technology Courses ,,
KARTA HARTA COURSES
METGIT METG IT COURSES D D

[Add |

Eltllun
Ertiien Crttien Gations mm

Catalog solely for Flag:

admin training dats
Lntil:
E Meswn
Ressom: Featured
Bl Revised

ADMIN-TRMNG

Tip: If a Curricula, Item or Document can not be located, search for the Curricula, Item or Document in other domains.
During data entry, the Curricula, Item or Document may have been mistakenly placed in an incorrect domain.
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Notes
Copy a Curriculum Record

Step Activity View
1. Select the Learning Learning
menu.
2. select Curricula. Group Instances
Cugbula
Redtements
Inform students that 3. On the > Search screen, . ) )
i . ASe SENSMVe Search:
?g’;&g %fr;%r\gﬁérgr enter the appropriate O ves One
" iteri Curriculum IO Starts With
Search depending search criteria. _ atts With |+
upon the level of detail Note: See Managing Data Curriculum Title: Srarts With v
they need for their Entry and Searches for
search. more detailed information on  agdmemove Criteria
searching.
4. Click Search. [Search |
If the Curriculum is in 5. On the Results tab T
an incorrect domain, a locate the desired osrs T DE moacom
person with the flght Curriculum reCOfd TRG-BH-CURR [ZLE Film Wiriting Curriculum
permissions will need i ' )
to move the record to Tip: l_Jse the Ctrl+F f_unctlon
the correct domain. to quickly find a Curricula on
the screen.
Curriculum to be copied. LA S Qe
THG-LPHIS (W]
7. Click Copy T — e
Curriculum.... Hpply hanges _opy LUFFICUIdm...
The naming convention 8. Enter a new curriculum ID oy curricuium _
for Curriculum Names in the New Curriculum D: THG-EXCEL (Microzaft Excel)
is “LLL-Description. . )
P ID field. Mewy Curriculum
IC:
9. Select the Document %Dn.:ument info

info check box to copy
the Document information
to the new Curriculum.
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Notes

After clicking the Copy
button, the >Search
screen appears,
including the

copied/new Curriculum.

Inform students that at
this point, the only
difference between the
original and copied
Curriculum is the ID;
appropriate edits are
required.

Copy a Curriculum Record

Step
10.

1.

12.

13.

Activity

Select the Job position
relationships, Item
relationships,
Requirement
relationships,
Curriculum hierarchy
relationships, and/or
User assignments check
boxes to copy these items
to the new Curriculum.

Click Copy.

On the Results tab,
select the new
Curriculum’s Edit link.

Review the new
Curriculum record’s data.
Edit data as appropriate.
Note: See Edit a
Curriculum Record for
deletion, substitution, and
re-ordering steps.

View
%Jub pozition relationships

@gem relationships

E.ﬁRequiremerﬂ Relationzhips

@ Curriculum hiersrchy relationships

%User assignmerts

[Copy |

THG-A-APHIS 104 121 fs
THG-APHIS ]

Aszsignment Profiles Catalogs

[ summary | tems Requirements Subcurricula Documents Job Posttions

Edit the Curriculum

Tip: If a Curriculum can not be located, search for the Curriculum in other domains. During data entry, the Curriculum may
have been mistakenly placed in an incorrect domain.
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Notes
Step
Remind students that 1.
complete definitions of
terms are included in
the glossary.
2.
Inform students that 3.
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.
4,
If the Curriculum is in 5.
an incorrect domain, a
person with the right
permissions will need
to move the record to
the correct domain.
6.
7.
8.

Delete a Curriculum Record

Activity View

Learning

Select the Learning
menu.

Group Instances

Cugl@ula
Fed-tements

Select Curricula.

On the > Search screen,

. Casze zensitive search:
enter the appropriate O ves @ o
search criteria. Curriculum D Starts Wwith
Note: See Managing Data Curriculum Title: Starts With
Entry and Searches for
more detailed information on  agdmemave Criteria
searching.
Click Search. w
On the Results tab,

. THG-ARAPHIS 101 Ells]  APHS

|Ocate the dESII’ed THG-APHIS & TNG-ALCORM

ThG-BH-CURR . Q Film Wyritirg Curricubim

Curriculum record.

Tip: Use the Ctrl+F function
to quickly find a Curriculum
on the screen.

Select the Edit link for the
Curriculum to be deleted.

THG-A-APHIS 101 I e
THG-LPHIS Q‘{j
Click Delete. [Dele ii
Click OK in the

Microsoft Internet Explorer

Confirmation box.

? ) Are woul sUre wol want to deleke this Curriculum?
Vi

[ OKE[ Cancel |

Tip: If a Curriculum can not be located, search for the Curriculum in other domains. During data entry, the Curriculum may
have been mistakenly placed in an incorrect domain.
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Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

When creating a new
Curriculum for students
to add to Learners’
Learning Plans, create
some of the Scheduled
Offerings of the Items
with a self registration
option. Students will
then be able to login as
a Learner, view the
Curriculum, and
register for one of the
Items.
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Managing Curriculum Assignments

A Curriculum is a grouping of learning Items. Subcurricula, Items, and Documents are
grouped in a Curriculum to make them easier to assign, track, and maintain.

Curriculum assignments are managed by editing the Curricula tab of the User record.
To assign curricula to multiple Users, see the User Needs Management Assistant
(User Management menu).

Managing Curriculum Assignment tasks include: Assign a Curriculum and
Unassign a Curriculum to a User Record.

A Day-in-the-Life Scenario
You are asked to:

e Add a Curriculum to a User’s record, with a Required Completion date of 90
days from today

e Delete a Curriculum from a User’s record

Assign a Curriculum to a User Record
Activity View

1. Select the User
Management menu.

User Managerment

2. Select Users.

=zers
ﬂ\‘ﬁ:jgnment Profiles

Job Positions

Search Users

3.  Onthe > Search screen,
enter the appropriate
search criteria.

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

i Case sensitive search: O Yes @ Ma
NOte See Man aglng Data User I Starts with v
Entry and SearCheS for Last Mame: Starts With (%
more detailed information on First Hame: Starls With |+
searchin g. Micile Initis: Starls With

User Status: @ active O net active O Both

Domaine: Starts With v hd



Notes

Step

To assign curricula to 4.
multiple learners, see

the Learner Needs

Management Assistant

(Learner Management

menu).

If the Learner is in an 5.
incorrect domain, a

person with the right
permissions will need

to move the

corresponding record

to the correct domain.

After selecting the Edit 6.
link, the > Search >

Search Results > Edit
Summary screen

appears.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

10.

Activity

Click Search.

On the Results screen,
locate the desired User
record.

Tip: Use the Ctrl+F function
to quickly find a User record
on the screen.

Select the corresponding
Edit link.

Click the Curricula tab.

Click Attach Job Related
Curricula to assign all the
Curricula which are
associated with the
selected User’s job
position.

Select the Add one or
more from list link to
search for and enter a
curriculum ID and assign
date.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Assign a Curriculum to a User Record

View

| Search |

[ised — lisams  Gomni) | Susoiser | ol |
LEARMERDE D D Learner, Alec TRAIMMNG LEARMERDZ D
LE4RHEROS Q& TRAINNG

Learner, Bill LEARNERO4 D

Records perPage | 10 % [ page: 123 | Mesds (30 total records)

User Hame « Domain ID

| LEARnERDY [2[5] | Lesrner, Alec Fs4 LearngRDs | [ |

| LEARNERDS (27 Lesrner, il TRANNG | LEARMEROE | [] |
O

| LEARNMEROE Q& TRAIMNG | LEARMER12

User ID

Learner, Charlie

Online Status Azzezzments

Wﬂﬂ%

Add a Curriculum to the User

Erter "Curriculum ID* and 'Assign Date' or add one or more from list

Casze senstive search: ) vas &) ho
Curriculum IO Starts With
Curriculum Tile: Startz wWith

AddRemove Criteria
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Notes

After clicking the
Search button, the
Results tab appears. If
the Learner is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.

If the Curriculum has
associated
subcurricula, a Plus
sign (+) will precede
the name of the
Curriculum.

Some roles allow
changing the Assign
Date after it is added to
the Learner record, in
the Update the
Curricula for the
Learner section.

Curricula Items can be
modified by clicking the
Learning Plan tab.
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Step Activity

1.

12.

13.

14.

15.

16.

17.

18.

19.

Click Search.

Select the desired
curriculum’s
corresponding Add check
box.

Click Add.

Scroll down to the Update
the Curricula for the
User section to view the
newly assigned
curriculum.

Click the Details link to
view the Items for the
Curriculum.

Click Close to close the
Curricula Items window.

Click the Learning Plan
tab to enter the required
dates for the curricula and
subcurricula.

Scroll down to the Update
the Learning Plan for
the User section.

Click the Req. Date
Calendar icon to select
and enter the date by
which that User must
complete the Item.
Repeat for all Items listed.

Assign a Curriculum to a User Record

View

| Search |

W_ GnDr v m

THG-S-4PHIS 10 APHIS 11 222008
THG-4PHIS 9 11222008

THG-AI-CORM

| Add |
Update the Curricula for the User

Select AllfDeselect All

Expiration | Assign Date Add
Date User
Details

THE-4FAFHES APHIS Complste NI I 11ziong|  Admin

101 ADMIMOT
SelectAll fDeselect All
Assign Date Add
User
E 1112212006 Admin Details
ADIMOA

[Close'|

Fegistration Feguests Online Status

Custom Fields Learning Plan Learning Hiztary

Updlate the Learning Plan for the User

b

Req. Date:

Days Rem:



Notes

Assign a Curriculum to a User Record

Step Activity View

20 Click Apply Changes.  prpgesrrrey

Caution: Do not click a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Caution: Do not use your browser’s Back button when using AgLearn — use the menus, links, and breadcrumbs in
AgLearn to navigate.

Tip: If a User or Curriculum record can not be located, search for the User or Curriculum record in other domains. During
data entry, the User or Curriculum may have been mistakenly placed in an incorrect domain.
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Notes

Remove a Curriculum from a User Record

Step

Remind students that 1.
complete definitions of
terms are included in
the glossary. 2
Inform students that 3.
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

4,
If the Learner is in an 5.
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain.
After selecting the Edit 6.
link, the Learner
record Summary tab
appears.

7.

8.
If students had an 9.

opportunity to view the
assignment via the
Learner interface, have
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Activity

Select the User
Management menu.

Select Users.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the > Search Results
screen, locate the desired
User record.

Tip: Use the Ctrl+F function

to quickly find a User record
on the screen.

Select the corresponding
Edit link.

Click the Curricula tab.

Scroll down to the Update
the Curricula for the
User section of the
screen.

Select the corresponding
Remove check box of the
Curriculum to be
unassigned.

View

Llzer Management

=zers
ﬂ\‘ﬁ:']gnment Profiles

Job Positions

Search Users

Enter a value for each field that you want to use to fiker your search. Some figlds allowr you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search:

O ves @ o
User ID: Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%
Micidlle Initial: Starls With
User Status: @ active O net sctive O Both

Domains:

| Search

I T T

LEARMERDS Learner, Alec TRAIMNG LEARMERDS

Starts ‘with v v

S]E]
QE

LEARNEROS

Learner, Bil TRAINING  LEARMERD4 D

Records per Page | 10 (% page: 123 | Mesxdts (30 total records) Fage|1 of 3 m‘

User ID User Name a i

| LEarnERDs D) | Lesrmer, lec Faa LEARRERDS O |

| LEarnERDS a I Learner, Bil TRANNG | LESRMEROE | [ |

| LEamnERDS 2[5 | Learner, Chariie TRAMNG | LEARNER12 | [] |
Online Status Azzessments

Update the Curricula for the User

Select All f Deselect All

Expiration | Assign Date
Date

TNG-Al-#PHIS APHIS Complets  NiA M\ 117220006 Admin - Detaile
ADRAINOT

Expiration | Assign Date Add
Date User

THG-Al-APHIS APHIS Complete A E 14 /2212006 Adm\n Details
1M MO




Notes

Remove a Curriculum from a User Record

Step Activity View

them return to the 10. Click Apply Changes.
Learner interface once . . W
the Curriculum has Caution: Do notclicka
been unassigned to different tab prior to clicking
view the difference. Apply Changes o.r.all .
changes and modifications
will be lost.

Caution: Do not use your browser’s Back button when using AgLearn — use the menus, links, and breadcrumbs in
AgLearn to navigate.

Tip: If a User or Curriculum record can not be located, search for the User or Curriculum record in other domains. During
data entry, the User or Curriculum may have been mistakenly placed in an incorrect domain.
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Managing Classes

A Class is a group of Users who are assigned the same items and attend and
complete the same set of Scheduled Offerings as a group. Each Class has a specific
start and end date. Subtasks pertaining to Managing Classes are accessible from
the Scheduling menu. Class specific subtasks include the following: View, Add,
Edit, and Delete a Class Record. Several reasons for editing a Class record include
the following: adding/deleting Users, auto registering Users, and adding a Scheduled
Offering.

A Day-in-the-Life Scenario

You have received notification that a group of 5 new employees are starting their jobs
next week. They have already been added to AgLearn; it is now your responsibility to
assign them to the standard Items that all new hires must complete within their first 3
months on the job.

View a Class Record

Step

1.

Activity

Select the Learning
menu.

Select Classes.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired Class.

Tip: Use Ctrl+F to quickly
find a Class.

Click the corresponding
View link to view the
Class.

View

Learning

Scheduled Offerings
Clagzes
G Inzstances
Search Saved Searches [

Erter & value for each fizld that you want to use to fiter your search. Some fizlds alow you to select from a list of
values, Y'ou can also add or remove search criteris to further refine your search

Case sensitive search: O ves @ Mo
Class ID: Starts With v

De=cription: Startz With &

[ Search |

December Teat Class k
FS MNewy Hires

=

December test Class

[
Q=

o

Initial training courses

Class ID « |

December Test Class 3 [
F= Mew Hires



Add a New Class Record

Step Activity View
1. Select the Learning Learning
menu.
2. Select Classes. Scheduled Offerings

Clagzes
GrBTE') Instances

4. Enter aClass ID in the

Class ID field. * Class ID:

5. Enter a Class description Description:
in the Description field.

6. Click the Domain Q,

. K * Diomain:
selection icon to search \[b

for and enter a Domain.

PLUBLIC

7.  Click the Curriculum ,
selection icon to search Curriculum: @')
for and enter a curriculum
(if applicable).

Note: If a User is removed
from the Class, the
curriculum is unassigned.

8. Enter the maximum M Size:
number of Users allowed
in the Class in the Max %
Size field.

9. Click the Start Date Start Date:
calendar icon to select
and enter a start date.

10. Click the End Date End Date:
calendar icon to select %
and enter an end date.

11. Click Add. dd |

Caution: A Validation Error
message will appear if all
required fields are not
complete.
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Add a New Class Record

Step

12.

13.

14.

15.

16.

17.

18.

19.

Activity

Click the Offerings tab.

Select the Add one or
more from list link to add
a Scheduled Offering(s).

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
Scheduled Offering.

Tip: Use Ctrl+F to quickly
find a Class.

Select the Auto Register
check box next to each
Scheduled Offering to be
registered.

Note: A User can not be
added without selecting
Auto Register. Conversely,
a User can not be auto
registered without selecting
Add.

Select the Add check box
next to each Scheduled
Offering to be added.

Click Add.

Caution: A Warning Details
message will appear if the
selected Scheduled Offering
falls outside the Class start
or end dates.

View

Summary Register Rules
Add a Scheduled Offering to the Class

Enter Scheduled Offering 1D or addd one ormore from list.

Search Scheduled Offerings

Erter a value for each fisld that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can also sdd or remove search criteris to further refine your search

Case sensitive search O ves & pg

Offering Type: O ttem otferingtype ' Schedule Black affering type (&) Both
Scheduled Offering 1D | Starts "With vl | |

fem#=cheduls Block ID: [statswih | | |

Description: | Starts with Vl | |

Start Date After:

MDD YY) M 10:26:2008
P ::|
(MMDDIYYYY)

[Search|

Start.
Rem/Schedule Block DatelTime

40 Excellent Customer Classruum FSA (Rev 5/5/2004 01:34 PM EST) 54042004
Service 1 0500 &M
EST

Start
Description tem/Schedule Block Date/Time

40 Excellent Customer Clazsroom FSA (Rev 5/52004 01:34 PMEST)  5A0/2004
Service 1 08:00 AW
EST

Auto
Register
Start.
Date/Time

tem/Schedule Block

40 Excellent Customer Clazzroom FSA (Rev 5/5/2004 01:34 PM EST) 54002004 D
Service 1 05:00 Ak @k
EST

-



Add a New Class Record

Step

20.

21.

22,

23.

24,

25.

26.

27.

Activity

Click the Register Rules
tab.

Select a registration
status for the Class from
the Registration Status
drop-down list.

Select the Slots check
box to use the Slots
reserved by organizations
that have Users assigned
to the Class.

Scroll down to the
Withdraw Rules section
to select the Learning
Plan check box to remove
associated items from
learning plans.

Scroll down to the
Notification Rules
section to select the
Notification check box
for each person requiring
a confirmation e-mail.

Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or else all
changes and modifications
will be lost.

Click the Users tab.

Select the Add one or
more from list link to add
a User(s).

View

Register Rules

Offerings U=zers

Registration Status:

EMROLL (Enrolled)

EMROLL (Enrolled)
WWAITLIST (Waitlisted

Slots: Use a User's organization's reserved slot when possible

b5

Withdraw Rules

Learning Plan: Remove aszociated items from Users' learning plans

Hetification Rules

Email confirmations to: Uzer Instructor Supervisor Contacts

4y

Regizter Rules m Custom Fields

Add a User to the Class

Enter Uzer ID ar ?%Dne o more from list.
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Add a New Class Record

Step Activity View

28- On the > Search Screen, Search Users
enter the app ropriate ki . oo e st o remove seroh cvteia o iy ot yout semnch T remalEte!
search criteria.

Case sensitive search: O ves @ g
User I Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%
Micidlle Initial: Starls With

User Status: @ active O net sctive O Both

Domains: Starts with - A i
29. Click Search. |
30. On the Results tab, MM@
. LEARNERO4 [ Learnet, Alec TRAINNG LEARNERD3 D
locate the desired User. e QD Loarer o T

31. Select the Select check %M_@
box next to each User to :

LEARMERDS Learner, Bill k

be added.

32. Click Add. EEI

Tip: Use the Calendar and Selection icon assistants to avoid data formatting errors.

Tip: If a Scheduled Offering or User can not be located, search for them in other domains. During data entry, the
Scheduled Offering or User may have been mistakenly placed in an incorrect domain.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Edit a Class Record

Step

1.

Activity

Select the Learning
menu.

Select Classes.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired Class.

Tip: Use Ctrl+F to quickly
find a Class.

Click the corresponding
Edit link to edit Class
information.

Make the appropriate
changes to the
information on the
Summary tab.

Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or else all
changes and modifications
will be lost.

Click the Offerings tab.

View

Learning

Scheduled Offerings

Clagses

GrBTE') Instances
Search

Saved Searches

Erter & value for each field that you weant to use to fiter your search. Some fields allow you to select from a list of
values, You can also add or remove search criteria to further refine your search

Case sensftive search:

O ves @ Mo

Clazs D Starts With |~

Description: Starts With %

[Search’

December Test Class % December test Class
F& Mewr Hires

(]

oIE
A

o

Initial training courses

Class ID «

December Test Class
FZ Mew Hires

* = Required Fields

Description: QIO Mewy Hires Qi 2007

* Domair: Q, locio

CUpricUlLm: Q

ez Size:
£1000,001)

Start Date: E
(MDD ™)

Endl Diate: E
(MRLDD ™ ™)

[ Apply Changes |

SUMmary
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Edit a Class Record

Step  Activity
10. Make the appropriate
changes.

Note: On this screen,
Scheduled Offerings are
added and removed and
auto registration is set up.

11. Click Apply Changes.

12. Click the Register Rules
tab.

13. Make the appropriate
changes.

14. Click Apply Changes.

15. Click the Users tab.

16. Make the appropriate
changes.
Note: Here Users can be
added, removed, moved to
another Class, and have
their Class status changed.

17. Click Apply Changes.

View

Add a Scheduled Offering to the Class

Enter Scheduled Offering D or acdd one or more from list.

Scheduled Oftering ID: [ suto Resister w

Update the Scheduled Offerings for the Class

Wiewy: | Current and Future Scheduled Offerings v

offerings Register Rules Uzers

Registration Rules

Registration Status: ENROLL (Envalled) %

Slots: ] Use a learner's arganization's reserved siot when possiole

Scheduled Offering

chargehack setting: O Ho Chargs

) Mways charge these account codes:

Edit
® Use the scheduled offering’s chargeback settings

‘When scheduled offering chargeback requires a learner account code, use these
account codes:

Edlt

Withdraw Rules

Learning Plan: [ Remove associsted tems from lsarners' learning plans
lotification Rules

Email confirmeations to; [ cearner [ instructor [ Supervisor [ cortacts

Regizter Rules m Custom Fields

Add a User to the Class

Enter User 1D or add one or more fram list.

User IO

Update the Users for the Class

There are no Users in this class

[ Apply Changes |



Delete a Class Record

Step

1.

Activity

Select the Learning
menu.

Select Classes.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired Class.

Tip: Use Ctrl+F to quickly
find a Class.

Click the corresponding
Edit icon.

Click Delete.

Click OK in the
Confirmation box.

View

Learning

Scheduled Offerings

Clagses

GrBTE') Instances
Search

Saved Searches

Erter & value for each field that you weant to use to fiter your search. Some fields allow you to select from a list of
values, You can also add or remove search criteria to further refine your search

Case sensftive search:

O ves @ Mo

‘Startszth vll ‘

Clazs ID:

De=scription: ‘Starlswith vl | ‘

[Search’

December Test Class % December test Class
F& Mewr Hires

(]

oIE
A

o

Initial training courses

Class ID «

December Test Class 12 [
F= Mewy Hirez Q

Microsoft Internet Explorer, E|

P

\‘_./ Are you sure you wank ko delete this class?

| ok RS‘J[ Cancel |
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask

Notes

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.

After clicking Next, the
Step 2: Select
Learners screen
appears.
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User Needs Management

The User Needs Management (UNM) Assistant provides onscreen instructions for
each step of the process of adding to, or removing elements from, a User record or
group of User records.

The User Needs Management Assistant is available from the User Management
menu.

User Needs Management Assistant tasks include Add Curricula, Add Items, Add
Competency Profiles, Add Competencies, Add Job-related Curricula, Add Job-
related Competency Profiles, Remove Curricula, Remove Items, Remove
Competency Profiles, and Remove Competencies to/from User record(s) with
the UNM (User Needs Management) Assistant.

A Day-in-the-Life Scenario:

It has been decided to assign First Aid and CPR training Items to several AgLearn
Security Guards involved in a special AgLearn-hosted event.

Add Curriculato User Record(s) with the UNM Assistant

Step  Activity View

1.  Select the User User Management
Management menu.

2. Select Tools from the left Regions
menu. . Tn.;@
+ Re MCes
3. Select User Needs tSupervisnr Assistart
Mgmt.

zer Neﬁs crmit
+ Referenc
4. Click the Add Curricula :
. Step 1: Select Management Action
option button.
%&dd Curricula
Add kems

5. Click Next to move to
Step 2. w

6. Select the Add one or

; . Add Users
more from list link to
search for and enter Enter User ID or add one or more from list,
Use_rs into the UNM * User D
Assistant.



Notes

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

After clicking Add, the
Step 2: Select
Learners screen
appears.

After clicking Next, the
Step 3: Adding
Curricula screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

Add Curriculato User Record(s) with the UNM Assistant

Step

10.

1.

12.

13.

14.

15.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
Curricula into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

View

Search Users

Enter a value for each field that you want to use to fiker your search. Some figlds allowr you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search:

O ves @ o
User I Starts With v

Last Mame: Starts With (%

First hame: Starts Wwith |+

Micldle Initial: Starls With

User Status: @ active O net sctive O Both

Domains:

[Search|

Starts ‘with v v

LEARNERD4 Learner, &lec

LEARMNERDS Learner, Bill

LEARNERDE Learner, Charlie

]
LEARNERDZ O

Edit Users

Learner, Dashiel

Select Allf Deselect All

LEARMNERDO4 Lesrner, Alec
LEARMERDS
LEARMEROE

[ Next

Learner, Charlie

[
Learner, Bill D
]

Select Curricula for Adding

Erter Curriculum ID or add one Flr mare from list.

* Curriculum (D

Case sensitive search:

O Yes @ Mo

Curriculum IO Starts With %

Curriculum Title: Starts With | »

AddRemove Criteria

[Search|
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Notes

Add Curriculato User Record(s) with the UNM Assistant

Step Activity View
After clicking Search, 16. On the Results tab, [ Gurratamio | Carsaam e
the Results tab select the corresponding  scresromms  osmocuress %
appears. Add Check box for each ADMN-BUDGET Budget skills @
curriculum to be added.
17. Click Add. (add |
After C“Cklng Add! the 18. RevieW the CurriCUIa in Edit the List of Curricula for Adding
S, e Edit the List o Gt
appears Curricula for Adding
SECtlon ) AC-TEST CURRICULA D Curriculs
T|p. To remove Cur”cula, AM-RD-Communicating Communication training far new RD Specialist 1102202006 O
select the corresponding
Remove check box and
click Apply Changes.
After clicking Next, the 19. Click Next to move to
Step 4: Edit Assign M

Dates screen appears. Step 4.

Tell students that 20.  For each curriculum e -
assign dates can be set listed. click the R

::?1 the paStY bUt nOt n CorreSpondlng ASSlgn AM-RD-Communicating Communication training for new RD Specialist @ 1442212008
e future. .
Date Calendar icon to

select and enter an

assign date for that

curriculum.

Note: The current date is the

default date.
After clicking Next, the 21. Click Next to move to
Step 5: Complete Step 5 M
Learner Needs )
Management screen
appears.
Tell students that jobs 22. click Run Job Now to
that will add multiple have AgLearn complete [Run Job Now |
curricula to many the assignment to User
Learners can place a
strain on system record(s).
resources. Schedule Note: See Scheduling
large jobs for times Background Jobs for more
when most users are detailed information on
off the system. scheduling jobs.
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Notes

Add Curriculato User Record(s) with the UNM Assistant

Step Activity View
23. Review the Status
message(s) on the
Finished screen. Status:

®  Successfully added the curricula to the specified learners.

Caution: Do not use the browser’s Back button when using the User Needs Management Assistant. Use the Previous
button to move back to previous step(s).

Tip: If a record can not be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.
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Notes

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.

After clicking Next, the
Step 2: Select
Learners screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.
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Adding Items to User Record(s) with the UNM Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Add Items
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

View

Lizer Management

Regions

+ TDI;E”}

+ Re MCEs
':Supervisc'r Azziztart

Uzer Mepds Momt
+ REfE—'I’EI‘ICé j

Add tems

Add Competency Profiles

Add Users

Erter User ID or add one or more from list.

*Uzer IO

Search Users

Enter a value for each field that you want to use to fiker your search. Some figlds allowr you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g

User I Starts With v

Last Mame: Starts With (%

First Mame: Starts With (%

Micidlle Initial: Starls With

User Status: @ active O net sctive O Both

Domaine: Starts Wit v hd

[Search’



Notes

Adding Items to User Record(s) with the UNM Assistant

Step

After clicking Search, 9.
the Results tab
appears.

10.
After clicking Add, the 11.
Step 2: Select
Learners screen
appears.

12.
After clicking Next, the 13.
Step 3: Adding ltems
screen appears.
After selecting the add 14.
one or more from list
link, the > Search
screen appears.

15.
After clicking Search, 16.

the Results tab
appears.

Activity

On the Results tab,
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
Items into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each Item
to be added.

View
LEARMNERD4 Learner, Slec [+
LEARMNERDS Learner, Bill
LEARNERDE Learner, Charlie
LEARMNERD2 Learner, Dashiel D
i
Edit Users
Select All f Deselect All
LEARNERD4 Learner, Alec [F]
LEARNERDS Learner, Bill O
LEARNERDE Learner, Charlie [F]
Select Rems for Adding
Enter 'tem ID* and tem Type' ar add one or mare from list.
* Type: A
Casze senszitive search; O ves @ no
fiem Types: Startz Wwith -~ =
fem ID: Starts With |
Revision Date: E
(MMIDDAY YY)
Revizion Mutnker: Starts With |~
fern Title: Starts With |
tem Status: @ active O nat active O Both
ttemn Classification: Starts With |+ E=|
Online Seftings: [ Has anline contert
Domains: Starts Wwith v T
Subject Aress: Starts Wit 3 E=|
D N s S ]
Classroom THG- Basic Excel
MSEXCEL-101 %
(Rev 7/8/2005 01:06
PM EST)
Classroom THG- Intermediate Excel

MSEXCEL-102
(Rev 10142005
0321 Ph EST)
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Notes

After clicking Add, the
Step 3: Adding Items
screen appears.

After clicking Next, the
Step 4: Edit Item
Information screen
appears.

After clicking Next, the
Step 5: Complete
Learner Needs
Management screen
appears.

Inform students that
jobs that will add
multiple items to many
Learners can place a
strain on system
resources. Schedule
large jobs for times
when most users are
off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status
screen appears.
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Adding Items to User Record(s) with the UNM Assistant

Step

17.

18.

19.

20.

21.

22,

23.

24,

Activity

Click Add.

Review the Items in the
Edit the List of Items for
Adding section.

Tip: To remove ltems, select
the corresponding Remove
check box and click Apply
Changes.

Click Next to move to
Step 4.

For each Item listed, click
the corresponding Assign
Type to select an
assignment type for that
Item.

Click Next to move to
Step 5.

For each Item listed, click
the corresponding
Required Date Calendar
icon to select and enter
the date by which the
User must complete that
Item.

Click Run Job Now to
have AgLearn complete
the assignment to User
record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message(s) on the
Finished screen.

Edit the List of kems for Adding

Select All f Deselect Al
Clazsroom THG- Basic Excel 1172212006 D
MSEXCEL-101
(Rev 7852005
01:06 PM EST)
Clazsroom THG- Intermediste Excel 117222008 D

MSEXCEL-102
(Rev 101 4/2005
03:21 PMEST)

[ Mext |

m Title

Classroom THG-  Basic Excel
MSEXCEL-101

(Rey 7igf2005

01:06 P EST)

[ Mext

LEG_MAND (Legislstively Mandsted)

OPT (Cptianal)
REC (Recommended)
REG (Recuired)

= Assign Date Required Date
Classroom THG- Basic Excel 11/22/2008 11/2972006
MSEXCEL-101
(Rev T#5/20035
01:08 PM EST)
Classroom THG- Intermediste Excel 11/22¢2008 E 1102202006
MSEXCEL-102
(Rev 10/14/2005
0321 PMEST)
Finished

Status:

s Successfully added the tems to the specified learners.



Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to
previous step(s).

Tip: If a record cannot be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.
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Editing a “Required By” date by Using the Required Date

Editor
Step Activity View
1. Select the Learning Learning
menu.
2. Select Tools. Regions
+ TD?E'}
+ Re MNCes
3. Select Required Dates Inventary Adustment
Editor. Reouised Dates Editar
Schei ,i;d Offering
Matification
4. Select the Add one or Add Users
more from list link to
search for and enter Enter Uzer ID or add one or more from list.
Users into the Required * Lser IDr

Date Editor.

5. When the list is complete,
click Next. w

6. Select the Add one or
more from list link to
search for and enter
Curricula into the
Required Date Editor.
Note: For more information
on searches, see Managing
Data Entry and Searches
earlier in this manual.

Add Curricula
Erter Curriculum [0 ar %Dne ot more from list.

& Curriculurm [

7. When the list is complete,
click Next. w

8. Select the Add one or
more from list link to
search for and enter
Items into the Required
Date Editor.

Note: For more information
on searches, see Managing
Data Entry and Searches
earlier in this manual.

Add hems
Erter tetns or %Dne oF more from list.

*tem Type: hd

9.  When the list is complete,
click Next. w
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Editing a “Required By” date by Using the Required Date

Editor

Step Activity View
10 In the Required Date text m_—
bOX edlt the requlred Wb Based TNG-CVBERSECURITY-FY0T  Security Basics

(Rev 11/8/2006 09:24 AM EST)

dates for the selected
Items to indicate the new
required date for each
Item.

11. Click Finish. =
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Notes

After clicking Next, the
Step 2: Select
Learners screen
appears.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.
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Add Competency Profiles to User Record(s) with the UNM

Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Add
Competency Profiles
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen
select the corresponding
Add check box for each
User to be added.

View

Redions

+ TDDE
+ Re MNCes

':Supervisu:ur Azzistant

Lser Nefs flcrmit
+ Referenc
g}.:dd Competency Profies
dd Competencies

Add Users

Enter Uzer ID or add one or more from list.

* Uszer (Dx

Search Users

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g

User I Starts With v

Last Mame: Starts With (%

First Mame: Starts With (%

Micidlle Initial: Starts Wwith +

User Status: @ active O net sctive O Both

Domains:

[Search|

Starts ‘with v v

oo feew. o [ed]
LEARMERD4 Learner, Alec [+
LEARMNEROS Learner, Bil
LEARNERDG Learner, Charlie
LEARNERDZ2 Learner, Dashiell D



Notes

After clicking Add, the
Step 2: Select
Learners screen
appears.

After clicking Next, the
Step 3: Adding
Competency Profiles
screen appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

Add Competency Profiles to User Record(s) with the UNM

Assistant

Step

10.

1.

12.

13.

14.

15.

16.

17.

Activity

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competency profiles into
the UNM Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each
competency profile to be
added.

Click Add.

Edit Users

Select AllJ Deselect All
LEARMNERDO4 Lesrner, Alec D
LEARNEROS Learner, Bill D
LEARNEROG Learner, Charlie D

[ Mext |

Select Competency Profiles for Adding

Enter Competency Profile ID or add one ar e from list.

* Competency Profile IO

Caze sensitive search: O Ves @ Mo
Competency Profile ID: Starts With v
Competency Profile Title: Starts With

Status: @ sctive O not active O Both

Select Al / Deselect All

Competency Profile ID Competency Profile Title m

FS G3-201 Perzonnel

A

F&-Forest Fires Forest Fires ]

-—
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Notes

Add Competency Profiles to User Record(s) with the UNM

Assistant
Step Activity View
After CIICk:jn(? Add' the 18' ReVIeW the Competency Edit the List of Competency Profiles for Adding
Step 3: Adding o i ; I
Competency PrOfiIeS p':OfIIefS In the Edlt the Select All f Deselect All
screen appears. List of Competency —
Profiles for Adding T )
SeCti 0 n . F3-Farest Fires Forest Fires g

Tip: To remove a
competency profile, select
the corresponding Remove
check box and click Apply
Changes.

19. Click Next to move to =3
Step 4.

Tell students that jobs 20. Click Run Job Now to
that will add multiple have AgLearn complete [ Run Job Now | Schedule Job |

items or curricula to the assianment to User
many Learners can 9

place a strain on record(s).

system resources. Note: See Scheduling

Schedule large jobs for Background Jobs for more

times when most users detailed information on

are off the system. scheduling jobs.

Now (or Scheaule yop, 21+ Review the Status
Now (or Schedule Job,

message(s) on the

scheduling the job and Finished screen. Status:

clicking Finish) the
Finished > Status & Successfully added the competency profiles to the specified learners.

Screen appears.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to
previous step(s).
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Notes

After clicking Next, the
Step 2: Select
Learners screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

Add Competencies to User Record(s) with the UNM Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Add
Competencies option
button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each User
to be added.

10. Click Add.

View

Lizer Management

Regions

+ TDDE
+ Re NCes

':Supervisc'r Azziztart

Uzer Mepds Momt
+ REfE—'I’EI‘ICé j
%ﬁ.dd Competencies
dd Job-related Curriculs

Add Users

Erter User ID or add one or more from list.

*Uzer (Dx

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search: O ves @& ng

User IDx Starts Wwith |+

Last Mame: Starts Wwith |»

First Name: Starts With v

Wicicle: Initisil: Starts With v

User Status: @ active O et active O Both

Domains:

[Search|

Starts with v v

e L =
LEARMNERD4 Learner, Alec =
LEARMNEROS Learner, Bil
LEARNERDG Learner, Charlie
LEARNERDZ2 Learner, Dashiell D

—

189



Notes

After clicking Add, the
Step 2: Select
Learners screen
appears.

After clicking Next, the
Step 3: Adding
Competencies screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

After clicking Add, the
Step 3: Adding
Competencies screen
appears.

After clicking Next, the
Step 4: Enter
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Add Competencies to User Record(s) with the UNM Assistant

Step

1.

12.

13.

14.

15.

16.

17.

18.

19.

Activity

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competencies into the
UNM Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each
competency to be added.

Click Add.

Review the competencies
in the Edit the List of
Competencies for
Adding section.

Tip: To remove a
competency, select the
corresponding Remove
check box and click Apply
Changes.

Click Next to move to
Step 4.

Edit Users
Select All/ Deselect All
LEARNERD4 Learner, Alec [F]
LEARNERDS Learner, Bill O
LEARNERDE Learner, Charlie [F]

[ Mext

Select Competencies for Adding

Enter Competency ID or add one o more from lizt.

* Competency 1D

Case zenstive search: O ves 5 Mo
Competency IO Startz With
Deszcription: Starts With %
Competency Status: &) active ) bot Active () Both

[ S=arch |

Ccompetonrn oyt
FS 201 Benefits Benefits
FS 201 Creative Thinking Creative Thinking k
F& 201 Customer Service Customer Service O

—

Edit the List of Competencies for Adding

[ #oply Chana=: |

Select All / Deselect All

T T
F& 201 Benefits Benefits F
F3 201 Creative Thinking Creative Thinking D



Notes

Minimum Ratings
screen appears.

Discuss Required
Level/mastery level by
using an example like
Public Speaking —
different levels of
mastery are required
for Programmers than
Public Information
Officers.

Tell students that jobs
that will add multiple
items to many Learners
can place a strain on
system resources.
Schedule large jobs for
times when most users
are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status
screen appears.

Add Competencies to User Record(s) with the UNM Assistant

Step

20.

21.

22,

23.

Activity

For each competency,
select the required
mastery level for that
User or group of Users.
Repeat for each
Competency from the
Minimum Rating drop-
down list.

Click Next to move to
Step 5.

Click Run Job Now to
have AgLearn complete
the assignment to User
record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message(s) on the
Finished screen.

View

Title
FS 201 Benefits Benefits
FS 201 Creative Thinking Creative Thinking

[ Mext
[Run Job Now |

Minimum
Rating

1011 »

1M
2(2)

404
5(5)

Status:

* Successtully added the competencies to the specified learners.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to

previous step(s).

Tip: If a record can not be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.

191



Notes

Add Job-related Curricula to User Record(s) with the UNM

Assistant

Step

1.
2.
3.
4,
5.

Remind students that 6.

required fields are

identified by a red

asterisk. Although

remaining fields are not

required, students

should complete as

many as they feel

necessary.

After clicking Next, the

Step 2: Select

Learners screen

appears.

After selecting the add 7.

one or more from list

link, the > Search

screen appears.
8.
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Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Select the Add Job-
related Curricula option
button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

View

Redions

+ TDDE
+ Re MNCes

':Supervisu:ur Azzistant

zer Nefs Plyrmit
+ Referenc
%dd Job-relsted Curricula
dd Job-relsted Competency Profiles

Add Users

Erter User ID or add one or more from list.

*=zer D

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allovy you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search:

O ves @ 1o
User IDx Starts Wwith |+

Last Mame: Starts Wwith |»

First Name: Starts With v

Micidlle: Initial: Starts Wwith
User Status: @ active O et active O Both

Domains:

[Search’

Starts with v v



Notes

After clicking Search,
the Results tab
appears.

After clicking Add, the
Step 2: Select
Learners screen
appears.

Tell students that jobs
that will add multiple
items to many Learners
can place a strain on
system resources.
Schedule large jobs for
times when most users
are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status
screen appears.

previous step(s).

Add Job-related Curricula to User Record(s) with the UNM

Assistant

Step

10.

1.

12.

13.

14.

Activity

On the Results screen
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Click Run Job Now to
have AgLearn complete
the assignment of job-
related curricula to the
listed User record(s).
Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message on the Finished
screen.

LEARMNERD4 Learner, &lec [+]
LEARMNERDS Learner, Bill
LEARNERDE Learner, Charlie
LEARMNERD2 Learner, Dashiel D
| Add |

Edit Users

Select Allf Deselect All

LEARMERD4
LEARMERDS
LEARMEROE

[ Mext |

Learner, Alec D
Learner, Bill D
]

Learner, Charlie

[ Run Job How |

Status:

» Successfully added the job related curricula to the specified learners.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to
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Notes

After clicking Next, the
Step 2: Select
Learners screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.
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Add Job-related Competency Profiles to User Record(s) with

the UNM Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Job-related
Competency Profiles
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the User(s) on the
Results screen. Select
the corresponding Add
check box for each User
to be added.

10. Click Add.

View

Redions

+ TDDE
+ Re MNCes

':Supervisu:ur Azzistant

zer Nefs Plyrmit

+ Referenc

) add Job-related Curricula

%Add Job-related Competency Profiles

[ Mext |

Add Users

Erter User ID or add one or more from list.

*=zer D

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allovy you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search:

User I

Last Mame:

First Mame:

Micldle Initial:

User Status:

Domains:

O ves @ o

Starts With (%
Starts with |+
Starts With v
Starts Wwith (v

@ active O et active O Both

Starts with v v

[ S=arch |

LEARNERO4
LEARNEROS
LEARMNEROG
LEARMNEROZ2

-

Learner, &lec
Learner, Bill
Learner, Charlie

Learner, Dashiel

| Add|
™
O



Notes

Add Job-related Competency Profiles to User Record(s) with

the UNM Assistant

Step Activity View
After clicking Add, the 11. Review the Users in the Eiveors
Step 2: Select Edit Users section. [oply charge: |
Learners Screen T . To remove a User Select Allf Deselact All
appears. b ' - e
PP select the corresponding % T ?
Remove check box and LEARNEROS Learner, Bil 0
C||Ck Apply Ch anges. LEARNEROE Learner, Chatlie [l
12. Click Next to move to =3
Step 3.
Tell students that jobs 13. Click Run Job Now to
that will add multiple have AgLearn complete [Run Job Now |
items to many Learners the assignment of job-
can place a strain on .
syst(gm reSOUrces. related curricula to the
Schedule large jobs for listed User record(s).
times when most users Note: See Scheduling
are off the system. Background Jobs for more
detailed information on
After clicking Run Job scheduling jobs.
Now (or Schedule Job,
scheduling the job and 14. Review the Status
clicking Finish) the message on the Finished  _
Finished > Status screen. fatus:
screen appears- » Syccessiully added the job related competency profiles to the specified learners.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to
previous step(s).
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Notes

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.

After clicking Next, the
Step 2: Select
Learners screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

196

Remove Curricula from User Record(s) with the UNM

Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Remove
Curricula option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

View

Redions

+ TDDE
+ Re MNCes

':Supervisu:ur Azzistant

zer Nefs Plyrmit
+ Referenc
%Remwe Curricula
Remove tems

Add Users

Enter Uzer ID or add one or more from list.

* Uszer (Dx

Search Users

Enter a value for each field that you want to use to fiker your search. Some fields allow you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g

User I Starts With v

Last Mame: Starts With (%

First Mame: Starts With (%

Mlicidlle Initial: Starts With (%

User Status: @ active O net sctive O Both

Domains:

[Search|

Starts ‘with v v



Notes

Remove Curricula from User Record(s) with the UNM

Assistant

Step

After clicking Search, 9.
the Results tab
appears.

10.
After clicking Add, the 11.
Step 2: Select
Learners screen
appears.

12.
After clicking Next, the 13.
Step 3: Removing
Curricula screen
appears.
After selecting the add 14.
one or more from list
link, the > Search
screen appears.

15.
After clicking Search, 16.

the Results tab
appears.

Clarify that students
are building a list of
curriculum to be
removed.

Activity

Locate the User(s) on the
Results tab. Select the
corresponding Add check
box for each User to be
added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
curricula into the list of
curricula for removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
curriculum to be added to
the list of curricula for
removal.

View

LEARMNERD4 Learner, &lec
LEARMNERDS Learner, Bill [#)

LEARNERDE Learner, Charlie [#]

| Add|
™
O

LEARMNERD2 Learner, Dashiel

| Add |
Edit Users

Select Allf Deselect All

LEARNERD4 Learner, Alec

LEARNERDS
LEARMERDG

[ Mext

Learner, Charlie

1
Learner, Bill O
0

Select Curricula for Remowal

Enter Curriculum D ar ad[! QNE OF Mo from lizt.

* Curriculum 1D

Case sensitive search: (:) Ve @ Mo

Curriculum (D Starts With &

Curriculum Tile: Starts With

AddRemove Criteria

[Guicumin ] cariam Tt
381 D
AC-TEST CURRICULA, Dema Curricula %
ADMIN-BUDGET Budget skills O
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Notes

After clicking Add, the
Step 3: Removing
Curricula screen
appears.

Clarify that if a
curriculum was
mistakenly added to
the Removal list, this
action provides a
means to correct the
error.

Inform students that
jobs that will remove
multiple items from
many Learners can
place a strain on
system resources.
Schedule large jobs for
times when most users
are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status
screen appears.

Remove Curricula from User Record(s) with the UNM

Assistant

Step

17.

18.

19.

20.

Activity

Click Add.

Review the curricula in
the Edit the List of
Curricula for Removal
section.

Tip: To remove a Curriculum
from the List of Curricula
for Removal, select the
corresponding Remove
check box.

Click Run Job Now to
have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message on the Finished
screen.

Edit the List of Curricula for Removal

Select All f Deselect All
381 1172202006 I:l

Status:

s Successfully removed the curricula from the specified learners.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to

previous step(s).

Tip: If arecord can not be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.

198



Notes

Removing Items from User Record(s) with the UNM Assistant

Step
1.
2.
3.
4,
After clicking Next, the 5.
Step 2: Select
Learners screen
appears.
Remind students that 6.
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.
After selecting the add 7.
one or more from list
link, the > Search
screen appears.
8.
After clicking Search, 9.

the Results tab
appears.

Activity

Select the User
Management menu.

Select Tools from the left

menu.

Select User Needs
Mgmt.

Click the Remove Items
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on

searching.

Click Search.

On the Results screen
select the corresponding
Add check box for each
User to be added.

View

Lizer Management

Regions

+ TDDE
+ Re NCes

':Supervisc'r Azziztart

Uzer Mepds Momt
+ REfE—'I’EI‘ICé j
%Hemwe tems
Remove Competency Profiles

Add Users

Enter Uzer ID or add one or more from list.

* =er D

Search Users

Enter a value for each field that you want to use to fiker your search. Some fields allow you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search:

O ves @ 1o
User I Starts With v
Last Mame: Starts With v
First hlame: Starts Wwith |+
Miciclle: Initial: Starts Wwith |+

User Status: @ active O net sctive O Both

Domaine: Starts Wit v hd

[Search’

LEARMNERD4 Learner, Slec [+

LEARNEROS Learner, Bill
LEARNEROE Learner, Charlie
LEARMNERD2 Learner, Dashiel D
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Notes

Removing Items from User Record(s) with the UNM Assistant

Step

10.
After clicking Add, the 11.
Step 2: Select
Learners screen
appears.

12.
After clicking Next, the 13.
Step 3: Removing
Items screen appears.
After selecting the add 14.
one or more from list
link, the > Search
screen appears.

15.
After clicking Search, 16.
the Results tab
appears.
Clarify that students
are building a list of
Iltems to be removed.
After clicking Add, the 17.

Step 3: Removing
Items screen appears.

200

Activity

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
Items into the list of Items
for removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each Item
to be added to the list of
Items for removal.

Click Add.

Edit Users

Select All/ Deselect All
LEARNERD4 Learner, Slec D
LEARMERDS Lesrner, Bil D
LEARNEROG Learner, Charlie D

[ Mext |

Select hems for Remowval

Enter 'tem D" and 'ttem Type' or ada'j one of more from list.

* Typoe b

Case sensitive search: O ves @ Na

tem Types: Starts With + =
ftem 10 Startz With

Revigion Date: m

[ ]

Revision Number: Starts \With | »

ftem Title: Starts with

ttem Status: @ active O not active O Beth

tem Clagsification: Starts With |« E=|

Onlin Settings: [ Has anline content

Damains: Starts With v k4

Subject Areas: Starts With v E=|
T S ]

Classroom THG- Biasic Excel

MSEXCEL-101 %

(Rew 7/8/2005 01:06

PM EST)

Classroom THG- Intermeciate Excel

MSEXCEL-102
(Rev 10142005
0321 Ph EST)

—



Notes

Clarify that if an Item
was mistakenly added
to the Removal list, this
action provides a
means to correct the
error.

Jobs that will remove
multiple items from
many Learners can
place a strain on
system resources.
Schedule large jobs for
times when most users
are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status
screen appears.

Removing Items from User Record(s) with the UNM Assistant

Step

18.

19.

20.

Activity

Review the Items in the
Edit the List of Items for
Removal section.

Tip: To remove an Item from
the List of Items for
Removal, select the
corresponding Remove
check box.

Click Run Job Now to
have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message(s) on the
Finished screen.

Edit the List of tems for Removal
Select All/ Deselect All
L N T
Classroom THG- Basic Excel 11/22/2006 ¥
MSEXCEL-101
(Rev 7/8/2005
01:06 PM EST)
Clasaroom THG- Intermediste Excel 11/22¢2006 O

MSEXCEL-102
(Rev 10/14/2005
0321 PMEST)

[ Run Job How |

Status:

® Successfully removed the tems from the specified learners if the items are free floating tems and have not

been completed

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to

previous step(s).

Tip: If a record can not be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.
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Notes

After clicking Next, the
Step 2: Select
Learners screen
appears.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

202

Remove Competency Profiles from User Record(s) with the

UNM Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Remove
Competency Profiles
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
User to be added.

View

Redions

+ TDDE
+ Re MNCes

Supervizor Assiztant
zer Nefs Plyrmit
+ Referenc

%ﬁemwe Competency Profies

Remove Competencies

[ Mext |

Add Users

Enter Uzer ID or add one or more from list.

* Uszer (Dx

Search Users

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g

User I Starts With v

Last Mame: Starts With (%

First Mame: Starts With (%

Micidlle Initial: Starts Wwith +

User Status: @ active O net sctive O Both

Domains:

[Search|

Starts ‘with v v

oo feew. o [ed]
LEARMERD4 Learner, Alec [+
LEARMNEROS Learner, Bil
LEARNERDG Learner, Charlie
LEARNERDZ2 Learner, Dashiell D



Notes

After clicking Add, the
Step 2: Select
Learners screen
appears.

After clicking Next, the
Step 3: Removing
Competency Profiles
screen appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

Clarify that students
are building a list of
profiles to be removed.

After clicking Add, the
Step 3: Removing
Competency Profiles
screen appears.

Remove Competency Profiles from User Record(s) with the

UNM Assistant

Step

10.

1.

12.

13.

14.

15.

16.

17.

Activity

Click Add.

Review the added Users
in the Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competency profiles into
the list of competency
profiles for removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
competency profile to be
added to the list of
competency profiles for
removal.

Click Add.

Edit Users

Select AllJ Deselect All
LEARMNERDO4 Lesrner, Alec D
LEARNEROS Learner, Bill D
LEARNEROG Learner, Charlie D

[ Mext |

Select Competency Profiles for Remowval

Enter Competency Profile ID or add one or more from list.

* Competency Profile 1D

Caze sensitive search: O Ves @ Mo
Competency Profile 1D Starts With
Competency Profile Title: Starts With

Status: @ sctive O not active O Both

Select All f Deselect All

Competency Profile ID Competency Profile Title m

F5 &5-201 Personnel

Gl

F5-Forest Fires Forest Fires ]
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Notes

Clarify that if a profile
was mistakenly added
to the Removal list, this
action provides a
means to correct the
error.

Tell students that jobs
that will remove
multiple items from
many Learners can
place a strain on
system resources.
Schedule large jobs for
times when most users
are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status
screen appears.

Remove Competency Profiles from User Record(s) with the

UNM Assistant

Step

18.

19.

20.

Activity

Review the Competency
Profiles in the Edit the
List of Competency
Profiles for Removal
section.

Tip: To remove a
Competency Profile from the
List of Competency
Profiles for Removal,
select the corresponding
Remove check box.

Click Run Job Now to
have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message on the Finished
screen.

View

Edit the List of Competency Profiles for Adding

Select All f Deselect All
Fs Gs-201 Persannel O
F3-Farest Fires Forest Fires O

Status:

* Successfully removed the competency profiles from the specified learners.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to

previous step(s).

Tip: If a record can not be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.
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Notes

After clicking Next, the
Step 2: Select
Learners screen
appears.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel
necessary.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

Remove Competencies from User Record(s) with the UNM

Assistant

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Remove
Competencies option
button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each User
to be added.

View

Regions

+ TDDE
+ Re NCes

Supervizor Azsistant
ser Meqds Mamt
+ REfE—'I’EI‘ICé j
O Femove Competency Profiles

@ﬁ?emwe Competencies

[ Mext |

Add Users

Erter User ID or add one or more from list.

*Uzer IO

Search Users

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g

User I Starts With v

Last Mame: Starts With (%

First Mame: Starts With (%

Micidlle Initial: Starts Wwith +

User Status: @ active O net sctive O Both

Domains:

[Search|

Starts ‘with v v

LEARMERD4 Learner, Alec

LEARMNEROS Learner, Bil
LEARNERDG Learner, Charlie

LEARNERDZ2 Learner, Dashiell



Notes

After clicking Add, the
Step 2: Select
Learners screen
appears.

After clicking Next, the
Step 3: Removing
Competencies screen
appears.

After selecting the add
one or more from list
link, the > Search
screen appears.

After clicking Search,
the Results tab
appears.

Clarify that students
are building a list of
competencies to be
removed.

After clicking Add, the
Step 3: Removing
Competencies screen
appears.
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Remove Competencies from User Record(s) with the UNM

Assistant

Step

10.

1.

12.

13.

14.

15.

16.

17.

Activity

Click Add.

Review the added Users
in the Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competencies into the list
of competencies for
removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
competency to be added
to the list of competencies
for removal.

Click Add.

Edit Users

[ 2zply Changes |

Select Allf Deselect All

LEARNMERD4
LEARNEROS Learner, Bill

LEARMEROE

[ Mext |

Lesrner, Alec

Learner, Charlie

[
O
]

Select Competencies for Remowval

Enter Competency ID or add one or more from list.

* Competency 1D

Caze sensitive search:
Competency 10
Deszcription:

Competency Status:

[Search |

C’ YEes @' Mo

Starts With  »

Startz With

@ active O Nat active O Both

Competency ID Competency Title m

FS 201 Benefits
FS 201 Creative Thinking

FS 201 Custamer Service

-

4

[P



Notes

Remove Competencies from User Record(s) with the UNM

Assistant

Step Activity View
Clarlfy:hat If a 18. ReVIeW the Competencies Edit the List of Competencies for Adding
competency was in the Edit the List of [ Aoply Change: |
mistakenly added to Combpetencies for SelectAll Desstect Al
the Removal list, this Rembval sect [Competenses 1w e
action provides a emoval section. = cenete -
means tO COFrect the Tlp To remove a FS 201 Creative Thinking Creative Thinking O
error. competency from the List of

Competencies for
Removal, select the
corresponding Remove
check box.

Tell students that jobs 19. Click Run Job Now to

that will remove have AgLearn complete [FERMOEMIOP

multiple items from the un-assignment to
many Learners can 9
User record(s).

place a strain on

system resources. Note: See Scheduling
Schedule large jobs for Background Jobs for more
times when most users detailed information on

are off the system. scheduling jobs.

e run o0 20- Review the Status
Now (or Schedule Job, message on the Finished

scheduling the job and screen Status:

clicking Finish) the )

Finished > Status & Successfully removed the competencies from the specified learners.

Screen appears.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to
previous step(s).

Tip: If a record can not be located, search for the record in other domains. During data entry, the record may have been
mistakenly placed in an incorrect domain.
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.
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Managing Learning Events

A learning event refers to a User’s completion of an Item, or attempt at completion.
Subtasks pertaining to Managing Learning Events are accessible from the User
Management menu. User-specific subtasks include the following: View, Edit, and
Delete a Learning Event, and Record a Learning Event for an Item, an External
Event, and a Scheduled Offering.

A Day-in-the-Life Scenario
A group of Users just completed their required prerequisite reading for a course.

View a Learning Event
Step Activity

1. Select the User
Management menu.

2. Select Tools from the left
menu.

Regians
+ TD?;E”}
+ Re MCes

Learning Event Recorder

3. Select Learning Event

Editor. ﬁ%w
Il Uzers
4. On the > Search screen, ser 0 Storte Wi ¥ -
enter the appropriate Hem Deseription: Storta i O
search criteria. o B
Completed Date Before: E 17270005

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

(MMDDA YY)

Type of Learming Event: @ tems O External Everts O Bath

fems: Exact ¥ | Type v| 7

24

5. Click Search.

| Search

LEARNERDT D_\:/ Learner, Classroam USDA Mew SISI2006 06:24 PM Class Completed
Raymond USDA- Employee EST
NEWEMPJQVEE

Oriertation
(Rev 10062004
12:08 AM EST)
Classroom THG-  AMS
JTF-C-LSFD Livestock
(Rev 1116/2006  Food
0Z23PMEST) Defense

6. Locate the desired event
on the Results screen.

Tip: Use Ctrl+F to quickly
find an event.

LESRNERDT [ [L]  Learner,
Raymand

Si22/2006 04:00
PMEST

Class Completed

Awareness
Training
(FINAL)

LEARNERD |l o]  Learner,
Raymoand

7. Select the View link
corresponding to the
desired event.



Notes

Step

Remind students that 1.

complete definitions of
terms are included in
the glossary.

Have students skip to 3.

the Record a Learning
Event for an Item task
in order to have a

Learning Event to edit.

Inform students that 4.

they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Inform students that for 7.

the purposes of this
training cost is not
being addressed and
as such they should not
enter/change any
information on the
Financial tab.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Editor.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired event
on the Results tab.

Tip: Use the Ctrl+F function
to quickly find an event.

Select the Edit link
corresponding to the
desired Learning Event.

View

Lizer Management

Regions

+ TDDE
+ Re MNCes

Learning Event Recorder

Lesyning Event Editar
Mé iUsers

Search

Edit a Learning Event

Saved Searches

Enter & value for each field that you veart to use to fiter your search. Some fields allov youto select from a list of
valugs. You can also add or remove search oriteria to further refine your search.

Case sensitive search: O ves @ mo
User ID: Starts With +
ftem Description: Starts With
Completed Date After. E

(MMIDDA YY)

Completed Date Before:

MDA YY) M 11272008
Type of Learning Event:

tems: Exact | Type:

ICx

| Search

@ tems O External Everts O Both

v| T

LESRNERDT [} [«]  Learner,
Raymand

Classroom

USDA-
IIEWEMPIJ%\'EE
(Rev 10/8/2004
12:08 Ah EST)
Classroom THG-
JTF-C-LSFD
(Fev 114 B/2006
02:23 PM EST)

LEARMERO [1[2]  Lesrner,
Raymond

LSDA Mew 28572006 06:24 P Class Completed
Employee EST
Qriertation

AMS SI22/2006 04.00
Livestack PM EST

Food

Defense

Lwareness

Class Completed

Training
(FIN&L)

LEARMERDM [ [}, Learner,

Raymond
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Notes
Edit a Learning Event

Step Activity View
Inform students that 8. On the Summary tab, -
any information they make the appropriate crae
enter In the CO mm ents Chan es Completion Status: Class Completed (Class Completerd) - For Creddit v
field is viewable by ges. e s
many. Advise them to Compltion Time: e
use great CaUtlon When ET:::;;::‘PM) EST (Eastern Stancard Time) o~
entering any Totel ours:
comments. S

(000,001 017
Contact Hours:
£1000,001.01)
Creclt Hours:

(1000,001.01)

Comments:

9. Click Apply Changes. [apply Changes |
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Notes
Step
1.
2.
3.
Remind students that 4.

complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Editor.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired event
on the Results tab.

Tip: Use Ctrl+F to quickly
find an event.

Select the Edit link
corresponding to the
desired Learning Event.

Click Delete.

Click OK in the
Confirmation box.

View

Lizer Management

Regionz

+ TDDE
+ Re Noes

Learning Evernt Recarder
Leayning Event Editor
Mé i Uszers

Search

Delete a Learning Event

Saved Searches

Enter & value for each fizld that you wart to use to fiter your search. Some fields allow youto select from a list of
values. ¥ou can also add or remove search criteria to further refine your search

Case sensitive search O ves @ o
User ID: Starts With

ftem Description: Starts with v

Completed Date After E

EMMIDDA YY)

e e DEfores B [14 2772008

Type of Learning Event.

tems: Exact | Type:
I

| Search |

@ tems O External Events O Both

v| T

LESRNERDT [)[«]  Learner, Classroom
Faymond USDA-
NEWEMP%'EE

(Fev 10062004
12:08 AM EST)
Classroom THG-
JTF-C-LSFD
(Fev 114 B/2006
02:23 PM EST)

LESRNERDT [CI[L]  Learner,
Raymond

LEARMERM [ [, Lesrner,
Raymond

[Delete’

Microsoft Internet Explorer

9

USDA Mew Si/2006 06:24 PM - Class Completed
Employee EST

Orientation

AN SI22/2006 04:00 Class Completed
Livestack PM EST

Food

Defense

Lwareness

Training

(FIMAL)

"‘4/ Are you sure wou want to delete the learning event?

[ OK%J[ Cancel ]
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Notes

Step

1.

Inform students that 3.

they can also add a
Learning Event by
clicking the Add New

link on the Learning 4

Event Editor search
screen which will
automatically display
the Learning Event

Recorder. 5.

Examples of Iltems that

would not be 6.

Scheduled Offerings
include On the Job
Training (OJT), an
interview, or an article.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.
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Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Recorder.

Select the Item option.

Note: This is the default
selection.

Click Next.

Click the Item Type
Search icon & to search
for and enter an Item for
the Learning Event.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
select the desired Item’s
corresponding Select link
to add the Item.

Record a Learning Event for an Item

View

Lizer Management

Regions

+ TDDE
+ Re NCes

- Tools
Leqrning Event Recorder
Lei Iing Ewvent Editor
%ﬂem (O Esternal Evert () Scheduled Offering
* ftem Type: % W

Case sensitive search: O ves @ Na

tem Types: Starts With + =

ferm 10 Startz With

Revigion Date: m

[ ]

Revision Number: Starts \With | »

term Title: Starts with

ttem Statuis: @ active O not active O Beth

tern Classification: Sharts With =

Cnling Seftings: ] Has online content

Damains: Starts WWith b T

Subject Areas: Starts With w j
Title

Classroom THG-MSEXCEL-101 (Rev 7/5/2005 Basic Excel ;j}TEIEd

01:06 PM EST)

Clssroom THG-MSEXCEL-102 Intermediate Excel Select

(Rev 10414/2005 0321 PM EST)



Notes

Record a Learning Event for an Item

Step

10.

1.

12.

13.

14.

15.

16.

17.

Activity

Verify that the associated
Item 1D appears in the
Item ID field.

Note: The Revision Date
and Title fields will fill in
automatically when the ltem
Type selection icon is used
to select an Item.

Verify the Item’s revision
date appears in the
Revision Date field.

Note: If a revision date is not
specified, the latest revision
of the Item will be assumed.

Verify an Item title
appears in the Title field.

Click Next.

Open the Instructor pull-
down to choose an
Instructor.

Enter the default grade in
the Default Grade field.

Note: The default grade can
be numeric or ratings-based.

Select the default
completion status for the
User from the Default
Completion Status drop-
down list.

Click the Completion
Date selection icon to
select and enter a
completion date.

Note: The default entry for

this field is the date on which
the event is recorded.

View

* ltem I0:

Revision Date:

Title:

Instructar;

Default Grade:

* Default Completion
Status:

* Completion Date:

THG-MSEXCEL-101

762005 01:06 PM EST

A

FAZWilkes
2123456
Ga
learner0F

£

Class Completed (Class Completed) - For Credit
Clazs Incomplete (Class Incomplete) - Mot For Credit
Class Attend (Class Attend) - For Crecdit

Clazs Waived (Class Waived) - For Credit

Class MoShow (Class MoShow) - Mot For Credit

@ 11 2712008
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Notes
Record a Learning Event for an Item

Step Activity View

18. Enter the completion time ~ * Completian Time:
in the Completion Time
field. -
Note: The default entry for
this field is the time at which
the event is recorded.

1057 A %

Te” StUdentS to Only 19- C||Ck the T|me Zone Time Zone: EST (Esstern Standard Time) v

change the time zone if selection icon to search

necessary. They can :
skip the step if they wil for and enter a time zone.

use the default entry. Note: The default entry for
this field is obtained from the
Item record.

20. Enter the default price in Default Price (51,
the Default Price field, if 0.00 %
applicable.

21. Enter the number of hours  Tatsl Hours: o
in the Total Hours field. : %

Note: Total Hours is the
total number of hours during
which the resources for the
Item were in use.

22. Enter the total number of  crexit Hours:
credit hours that the %
Users will receive for
completing this Item in the
Credit Hours field.
Note: Credit Hours
indicates the number of unit
hours printed on a
Certificate (i.e., number of
CEUs, CMEs, etc.).

23. Enter the number of Cortact Hours: e
contact hours for the Item ' Q
in the Contact Hours
field.
Note: Contact Hours
indicates the total number of
hours that the Users actually
spent on this Item.
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Notes

The Remove check box
is a way to modify the
selected list of learners
identified on the
previous screen. Skip
the step if no changes
need to be made.

Record a Learning Event for an Item

Step

24,

25.

26.

27.

28.

29.

30.

32.

Activity

Enter the CPE credits in
the CPE field.

Note: CPE shows the total
number of credits for
professional education hours
that the Users will receive
for completing this Item.

Click Next.

Select the Add one or
more from list link to
search for and enter
Users.

On the > Search screen,
enter the appropriate
search criteria.

On the Results tab,
select the Add check box
next to each User to be
added to the Learning
Event.

Click Add.

Scroll down to the Edit
Selected Users section.

- Select the Remove check

box next to each User to
be removed from the list
of Users who will have
learning events recorded.

Click Apply Changes.

View

CPE:

—

Add Users

Enter Uzer ID ar adﬁ one or more from list
* =zer IO

Search Users

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search:

O ves @ g
User ID: Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%
Mlicldle Initial: Starls Wwith »
User Status: @ active O net active O Both

Domaine: Starts With v hd

LEARNERD4 Learner, Alec

LEARNERDS Learner, Bill %
il

Edit Selected Users

LEARNMERD4 Learner, Alec %
O

LEARNERDS Learner, Bill
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Notes
Record a Learning Event for an Item

Step Activity View
33. Click Next =3
34. Enter comments or user  |comments [Grame [Staws |
. LEARMERO4 (Learner, 523 Complete 5zs Completed) - For Cre e
grades for each User in e SR T
. . LEARMEROS (Learner,
the appropriate fields and T
select the appropriate Craric ) ‘

Class MoShow (Class NoShow) - Mot For Credit

status for each User from
the corresponding Status
drop-down list.

35. Click Next.
36. Click Next to skip the

Step 6: Edit User Event
Financial Information

EE

screen.
37. Review the Step 7 Step 7: Record Event
Record Event screen. (RREHISS [ovisn |
e Clazsroom THG-MSEXCEL-101 (Rev 74892005 U1:08 PM EST)
trern Title: Bagic Excel
Instructor:
Completion Date: 11/27/2006 11:12 AMEST Total Hours: §.00 Detautt Tuition: 000
Cortact Hours: 500 CPE Creclit Hours
Automatically &ssess Related Competencies:
_mmmm
LEARMERD4 Class Completed (Class
(Learner, Alec ) Completed)
Comments:
LEARNERDS Class Completed (Class [T
(Learner, Bil ) Completed)
Comments:
LEARMERDE Clags Completed (Class 000
(Leatnet, Charlie ) Completed)
Comments:
Tell students that this 38. click Finish
now appears on the w
“Learner’s” Student
Transcript. 39. Review the Finished Finishea |
. . screen. :
Direct students to Edit ) _ Status:
a Learnin g Event to Ti p i Click Start Over... to * The learning evert has been successfully recarded.
verify that the event begin recording another
was recorded, make Learning Event with the
edits, and apply the same list of Users. Sertoer

changes.

Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Record a Learning Event for an Item via the Quick Links

Wizard
Step Activity View

1. Select Record Learning
from the Quick Links

menu at the tOp of the — Record Leaming
Create Leaming hem

screen. Create Scheduled Offefing
hianage User Needs

Gick Links: || Home |

2. Select Item in What kind
of learning do you want
to record?

"What kind of learning you want to record?

%&m 'C' Scheduled Offering O External Event

3. Inthe Search & Add Search & Add tems
Items Box, click the
Search icon @ next to

Item ID. ftem ICx % w

tem Type 1D W

4. Search for and add the

Case sensitive search: O ves @ Na
Item(s) you wish to give term Types: S 3
. . . . tarts With s £
credit for in the resulting
ferm 10 Startz With
pop-up box.
Revigion Date: m
[ ]
Revision Number: Starts \With | »
term Title: Starts with
ttem Statuis: @ active O not active O Beth
tern Classification: Sharts With =
Cnling Seftings: ] Has online content
Damains: Starts WWith b ¥

Subject Areas: Starts with = E=|

5. Inthe Search & Add
Users box, click the

Search icon @ next to
User ID. Heer I %’? ]

Search & Add Users

6. Search for and add the Search Users
USer(S) 10 WO YOU WIS e e o e s e vorra s o, 1 YoU19 582t o alet of
to give credit in the

resultlng pop_up boX. Caze sensitive search: O ves ® ng
User ID: Starts With (%
Last Mame: Starls Wwith »
First Mame: Starts with
Mhicldle: Initial: Starts With v

User Status: @ active O net active O Both

Domains: Starts with % A
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Record a Learning Event for an Item via the Quick Links

Wizard

10.

1.

12.

13.

14.

Activity

Click Next.

Edit the Completion
Date, if necessary.

Complete the
Grade/Completion box
and edit any of the other
fields, as necessary.

(The example shown is
for a classroom Item; the
pull-down choices will
vary.)

Click Apply Changes.
(You may have to scroll to
the right to see it.)

Click Next.

Choose whether you want
AglLearn to assess
competencies based on
each ltem’s individual
settings, assess all Items,
or not to assess any
competencies.

Verify the accuracy of the
data.

Click Submit.

View

(M=t

Completion

Date

@ ozson |

Grade/Completion

ompleted) - For Credit
Clazss Incomplete (Class Incomplete] - Mot For Cred
—|Clazz Attend (Class Attend) - For Credit
Clazs Waived (Class Waived) - For Credit
Clazs MoShow [Class MaShow) - Mot For Credit

[ Apply Changes |

—

"Change the way competencies are assessedd

@ Azzess based on tem setting O Azzess all tems O Do Mot Azsess

ftem; Classroom THG-MSEXCEL-101 (Rev 7/8/2005 11:06 &M MST)
Tile: Basic: Excel
" Completion | Total
E SradeicomplEton Emﬁm
LEARNEROY  Learner, Class Completed 10/25/2006 §.00 &.00
Donna 02:04 PM
MST
LEARNERDZ  Learner, Class Completed 10252006 8.00 &.00
Dashiel 02:04 PM
MST
LEARMEROS  Learmer, Class Completed 1072572006 g.00 8.00
Bil 02:04 PM
MST
LEARNERD4  Learner, Class Completed 10252006 8.00 &.00
Alec 02:04 PM
MST
LEARNMEROG  Learner, Class Completed 1072572006 g.00 8.00
Chatlie 02:04 PM

MST

[ Subrmit
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can also add a
Learning Event by
clicking the Add New
link on the Learning
Event Editor search
screen which will
automatically display
the Learning Event
Recorder.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.
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1.

10.

1.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Recorder.

Select the External
Event option.

Click Next.

Enter a description of the
event in the Description
field.

Click Next.

Type in the Instructor’s
name, if known.

Enter the default grade in
the Default Grade field.

Note: The default grade can
be numeric or ratings-based.

Click the Completion
Date selection icon to
select and enter a
completion date.

Note: The default entry for
this field is the date on which
the event is recorded.

Enter the completion time
in the Completion Time
field.

Note: The default entry for
this field is time at which the
event is recorded.

Record a Learning Event for an External Event

Step

View

Lizer Management

Regions

+ TDDE
+ Re MNCes

. Tools

Leqrning Evert Recarder

Lei Iing Event Editar
O ftem C&E:ﬂernal Ewvent 'C} Scheduled Offering
* Dezcription:
Instructor:

Default Grade:

* Completion Date:

@ 14 127 12006

E] H i .
Completion Time: 1057 A [%



Notes

Inform students that for
the purposes of this
training cost is not
being addressed and
as such they should not
enter any information in
the Default Price ($)
field.

Record a Learning Event for an External Event

Step
12.

13.

14.

15.

16.

17.

Activity View

Click the Time Zone Time Zone:
selection icon to search

for and enter a time zone.

Note: The default entry for

this field is obtained from the
Item record.

Enter the Default Price in Diefault Price (1

the Default Price field, if
applicable.

Enter the number of hours  Tatal Hours:

in the Total Hours field.

Note: Total Hours is the
total number of hours that
the resources for the Item
were in use.

Enter the total number of Credit Hours:

credit hours that the
Users will receive for
completing this Item in the
Credit Hours field.

Note: Credit Hours
indicates the number of unit
hours printed on a
Certificate (i.e., number of
CEUs, CMEs, etc.).

Enter the number of Cortact Hours:

contact hours for the Item
in the Contact Hours
field.

Note: Contact Hours are
the total number of hours
that the Users actually spent
on this Item.

Enter the CPE credits in CPE:
the CPE field.

Note: CPE shows the total
number of credits for
professional education hours
that the Users will receive
for completing this Item.

EST (Eastern Standard! Time)

N
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Notes

The Remove check box
is a way to modify the
selected list of learners
identified on the
previous screen. Skip
the step if no changes
need to be made.
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Record a Learning Event for an External Event

Step
18.

19.

20.

21.

22,

23.

24,

25.

26.

27.

Activity

Click Next.

Select the Add one or
more from list link to
search for and enter
Users.

On the > Search screen,
enter the appropriate
search criteria.

On the Results tab,
select the Add check box
next to each User to be
added to the Learning
Event.

Click Add.

Scroll down to the Edit
Selected Users section.

Select the Remove check
box corresponding to
those Users that need to
be removed.

Click Apply Changes.

Click Next.

Enter grades and
comments, where
appropriate.

View
=

Add Users

Erter User ID or add one or more from list.

* =er D

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allowr you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search:

O ves @ 1o
User IDx Starts Wwith |+

Last Mame: Starts Wwith |»

First Mame: Starts with

Micldlle: Initial: Starts with w

User Status: @ active O Net Active O Both

Domains: Starts with % A

LEARNERD4 Learner, Alec
LEARNERDS Learner, Bill %

Edit Selected Users

LEARNERD4 Learmer, Alec [%
]

LEARMERDS Learner, Bill

[ Apply Changes |
=

LEARNERD4 (Lesrner, Alec ) Excused absence, Day 2|

LEARMNERQS (Learner, Bil )



Notes

Step

28.

29.

30.

31.

Tell students that this 32.

now appears on the
“Learner’s” Student
Transcript.

Activity

Click Next.

Click Next to skip the
Step 6: Edit User Event
Financial Information
screen.

Review the Step 7:
Record Event screen.

Click Finish.

Review the Finished
screen.

Tip: Click Start Over... to
begin recording another
Learning Event using the
same list of Users.

Record a Learning Event for an External Event

View

EE

Step 7: Record Event

External Evert: Impartant External Training Event
Instructar:
Completion Date; 11/27/2006 12:58 PM EST Total Hours:
Contact Hours: CPE Creclt Hours:
LEARMNERDS (Learner, Excused absence, Day 2
Alec )
LEARMNERDS (Learner,
Bill )
Status:
# The learning evert has been successfully recorded

Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.
Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar

icons.
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Record an External Learning Event via the Quick Links Wizard

Step

Activity

Select Record Learning
from the Quick Links
menu at the top of the
screen.

Select External Event in
What kind of learning
do you want to record?

Type a description of the
external event.

Click Add.

Repeat Steps 3 and 4 as
necessary.

In the Search & Add
Users box, click the
Search icon @ next to
User ID.

Search for and add the

User(s) you wish to give
credit to in the resulting

pop-up box.

Click Next.

Edit the Completion
Date, if different.

View

Gick Links: || Home |

‘Record Leaming
Create Leaming I‘tem
Create Scheduled Offefing
hbanage User Heads

-What kind of learning you want to record?

'C' ftem 'C' Scheduled Offering c:‘%Ex‘ternal Ewvent

3

—Add External Events

External Everit:

—

Search & Add Users

zer 10 C\rb m

Search Users

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g
User I Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%
Mlicldle Initial: Starls Wwith »

User Status: @ active O net active O Both

Domaine: Starts With v hd

—

Completion

Date

M 10252008



Record an External Learning Event via the Quick Links Wizard

Step

10.

1.

12.

13.

Activity View

Complete the Grade/Completion JLotaiis Corttact Hrs
Grade/Completion box
[ | L L1 L7 [ | B

and edit any of the other
fields, as necessary.

Click Apply Changes. W
(You may have to scroll to

the right to see it.)

Click Next. w

External

Verify the accuracy of the — =5x  ssvemey moorant Examl et

" Completion | Total Credit

LEARMERDS  Learner, 110272006
Aler 01:23 P

Click Submit. w
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can also add a
Learning Event by
clicking the Add New
link on the Learning
Event Editor search
screen which will
automatically display
the Learning Event
Recorder.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

226

1.

10.

1.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Recorder.

Select the Scheduled
Offering option.

Click Next.

Click the Scheduled
Offering Search icon &
to search for and enter a
Scheduled Offering.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the desired
Scheduled Offering’s
corresponding Select link
to add the Scheduled
Offering.

Click Next.
Enter the name of the

instructor in the
Instructor field.

Record a Learning Event for a Scheduled Offering

Step

View

Lizer Management

Regions

+ TDDE
+ Re NCes

. Tools
Leqrning Event Recorder
Lei Iing Ewvent Editor

O ftem 'C:} External Evert %Scheduled Offering

—

* Scheduled
Offering 10: A

Search Scheduled Offerings

Erter a value for each field that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can slso add or remove search criteris to further refine your search

Case sensitive search: O ves & g
Offering Type: O ttem otferingtype ' Schedule Black affering type (&) Both
Scheduled Offering 1D: Starts With »
ltemfSchedule Block ICr Starks Wwith
Descrigtion: Starts with v
Start Date After
10/26/2008
(MMDDAY Y YY) E
Start Date Before: =
(MMDDA YY)
Scheduled Offering ID | kem/Schedule Block I m_
3 Clagsroom THG-MSEXCEL-11 (Rey Sel
7I5£2005 01:06 PM EST)
261 Classroom THG-MSEXCEL-1#1 [Rev Select

71512005 01:06 FMEST)

—

Instructor;



Notes

Tell students that for
the purposes of this
training cost is not
being addressed and
as such they should not
enter any information in
the Default Price ($)
field.

Record a Learning Event for a Scheduled Offering

Step
12.

13.

14.

15.

16.

17.

18.

Activity View

Enter the default grade in
the Default Grade field.

Note: The default grade
should be a percentage.

Default Grade:

# Default Completion
Status:

Select the default
completion status from
the Default Completion
Status drop-down list.

Enter the number of hours  Total Hours:

in the Total Hours field.
Note: Total Hours is the
total number of hours that
the resources for the ltem
were in use.

Enter the total number of Credit Hours:
credit hours that the

Users will receive for

completing this Item in the

Credit Hours field.

Note: Credit Hours is the
number of unit hours printed
on a Certificate (i.e., number
of CEUs, CMEs, etc.).

Enter the number of
contact hours for the Item
in the Contact Hours
field.

Note: Contact Hours is the
total number of hours that
the Users actually spent on
this Item.

Enter the CPE credits in
the CPE field.

Note: CPE is the total
number of credits for
professional education hours
that the Users will receive
for completing this Item.

CPE:

Click Next.

Contact Hours:

Clazs Completed (Class Completed) - For Credit
Class Incomplete (Class Incomplete) - Mot For Credit
Clazs Attend (Class Attend) - For Credit

Class Waived [Class Waived) - For Credit

Clazs MoShow (Clags MaShow) - Mot For Credit

3
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Record a Learning Event for a Scheduled Offering

Step
19.

20.

21.

22,

23.

24,

25.

26.

27.

28.

Activity

Select the Add one or
more from list link to
search for and enter
Users.

On the > Search screen,
enter the appropriate
search criteria.

On the Results screen,
select the Add check box
next to each User to be
added to the Learning
Event.

Click Add.

Scroll down to the Edit
Selected Users section.

Select the Remove check
box next to each User to
remove the User from the
Learning Event.

Click Apply Changes.
Click Next.

Enter grades comments
for each User and select
the appropriate status for
each User from the
corresponding Status
drop-down list.

Click Next.

View

Add Users

Enter Uzer ID ar adﬁ one or more from list
* =zer IO

Search Users

Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
walues, You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ g
User I Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%
Mlicldle Initial: Starls Wwith »
User Status:

@ active O wat active O Bt

Domaine: Starts With v hd

LEARMERD4 Learner, Alec I
LEARNERDS Learner, Bill

Edit Selected Users

LEARNERO4 Learner, Alec %
LEARNEROS Learner, Bill D

[ Apply Changes |
(M=t

LEARNERD4 (Learner, Class Completed (Class Completed) - For Credt Y,
Alec )

LEARNERDS (Leatner, | Class Completed (Class Completed) - For Credit

Bill 3 Class Incomplete (Class Incomplete) - Mot For Credit

Class Afttend (Class Attend) - For Credi
Class Waived (Class Waived) - For Credit
Class NoShow (Class NoShow) - Mot For Credit

(M=t



Notes
Record a Learning Event for a Scheduled Offering

Step Activity View

29. Click Next to skip the
Step 6: Edit User Event w
Financial Information

screen.
30. Review the Step 7: Scheduled Offering ID: 313
LE Classroom THG-MSEXCEL-101 (Rev 7/8/2005 01:06 FM EST)
Record Event screen. bem Tt Becic Exco
Instructor:
Completion Date: 11429/2004 09:00 PM EST Tootal Hours: .00 Default Tuition: 0.00
Contact Hours: 500 CPE Credit Hours:
Automatically Assess Related Competencies: D
NN
(%) | Centers Centers Ticket
LEARMERD4 (Learner, Class Completed 0.00
Alec ) (Class Completed)
Comments:
LEARMNERDS (Learner, Class Completed 0.oo
Bill ) (Class Completed)
Comments:
31. Click Finish. =
Tell students thatr:hls 32. Review the Finished
now appears on the screen. status:
Lea rne r S Stu d ent . . # The learning event has been successfully recorded
Transcript. Tip: Click Start Over... to

begin recording another
Learning Event with the
same |ISt of Users- Generate Completion Certificates

Learning evert that provide credits have been successtully recorded for the following learner(s)
completion certicates for
completion certificates for "’

. . JLZSGI56 LABOR | JOE
each User in the list.

Tip: Click Email... to Emalil
the completion certificates to
each User on the list.
Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.

[ Start Over.. |

[print | émail. |

Record a Learning Event for a Scheduled Offering via the

Quick Links Wizard

Step Activity View

1. Select Record Learning
from the Quick Links adrmin |
menu at the top of the iﬂ 1 -
screen.

Create Scheduled Offering
hBnage User Meeds

| Gwick Links: * || Home

229
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Record a Learning Event for a Scheduled Offering via the

Quick Links Wizard

Step

Activity

Select Scheduled
Offering in What kind of
learning do you want to
record?

In the Search & Add
Offerings Box, click the
Search icon @ next to
Scheduled Offering ID.

(If you know the numeric
ID of the Scheduled
Offering, you may type it
directly in the box, and
click Add.)

Search for and add the
Item(s) for which you wish
to give credit in the
resulting pop-up box.

In the Search & Add
Users box, click the
Search icon @ next to
User ID.

(If you want AgLearn to
automatically populate the
class roster for you to edit
as needed, click Auto Fill
From Registration.)

Search for and add the
User(s) to whom you wish
to give credit in the
resulting pop-up box.

View

"What Kind of learning you want to record? —

'O' ftem Gfk?l:heduled Offering 'O' External Event

) k]

Search & Add Offerings

Scheduled Offering ID: % [ Add |

Search Scheduled Offerings

Erter a value for each fisld that you want to use to fiter vour search. Some fields allovy you to select from a list of
walues. You can also sdd or remove search criteris to further refine your search
Case sensitive search O ves & pg

Offering Type: O ttem otferingtype ' Schedule Black affering type (&) Both

Scheduled Offering 1D Starts With »
ltem/Zcheduls Block ICr Starts Wwith »
Descrigtion: Starts with v
Start Date Atfter:

. M 10:26:2008
Start Date Before: m

(MMDDA YY)

Search &£ Add Users

User D % [add [ Auto Fill From Registration

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze zensitive search: O ves @& ng
User IDx Starts Wwith |+
Last Mame: Starts Wwith |»
First Name: Starts With v
Micldle Initial: Starts 'with (w
User Status:

@ active O et active O Both
Daimains: Starls with v v



Record a Learning Event for a Scheduled Offering via the

Quick Links Wizard

Step Activity View

7. Click Next. W

Grade/Completion

Clazs Completed (Class Completed) - For Credit
Clasz Incomplete (Class Incomplete) - Mot Far Cr k
—| Clazs Attend (Class Attend)) - For Credit
Clazs Waived (Class Waived) - For Credit
Class NoShow (Class NoShow) - Mot For Credit

9. Click Apply Changes. apely Changes |
(You may have to scroll to
the right to see it.)

10. Click Next. W

11. Choose whether you want
AglLearn to assess
competencies based on -
each ltem’s individual
settings, assess all Items,
or not to assess any
competencies.

12. verify the accuracy of the AN Pl ol el
&.00

8. Complete the
Grade/Completion box
and edit any of the other
fields, as necessary.

Change the way competencies are assessed
’7 @ Azzezsz bazed on item =zetting O Azzess all tems O Da Mot Azsess

d ata LEARMEROT  Learner, Class Completed 11262006 16.00
* Donna 0500 PM
EST
LEARMEROZ  Learner, Class Completed 101272006 16.00 8.00
Dashiel 05:00 PM
EST
LEARMNERDS  Learngr, Class Completed 1M 212006 16.00 &.00
Bil 05:00 PR

EST

13. Click Submit. W
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Remind students that
not all reports are
accessible by all roles.

Remind students that
the number and type of
reports a user is
allowed to access will
vary depending upon
the user’s permissions
within the LMS.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not

232

Reports

AglLearn data can be displayed and printed by running a report. AgLearn provides
many different report options, each of which offers various grouping, sorting, format
and print options.

Subtasks pertaining to reports are accessible from the Reports menu. All report
subtasks provide a method to identify and filter the data shown as well as a screen to
identify grouping, sorting, and format options. The report subtasks chosen to
illustrate typical report activity steps are the Run a Class Roster Report, Run a
Certificate of Completion Report, Run a Compliance Report, and Run a
Deficiency Report.

]
A Day-in-the-Life Scenario

A mandatory Workplace Violence Workshop is being offered tomorrow. You have
been asked to provide the instructor with a roster of all registrants. Once the
workshop is completed, you will need to print a certificate of completion for each
attendee. Next week, you will need to generate a compliance report that identifies the
percentage of employees who have completed this mandatory workshop.

Run a Class Roster Report

Step  Activity View

1. Select the Reports Reports
menu.

2.  Select the Learning link.  + Perfarmance

+ Learing
+ 0
3.  Select the Class Roster Clazs Progress
link. Class Roster
Curﬁ ia with Related Jok
Pozitions

4.  Enter areport title in the I
Report Title field. P ' Class Roster
Note: The Report Title

default is set to display the
name of the actual report.



Notes
Step

required, students 5.
should complete as
many as they feel are
necessary.

6.

7.
Scheduled offering IDs 8.
can be entered directly
into the appropriate
field. However, it may
be easier to select the
scheduled offering(s)
from a list, since the
IDs may be difficult to
memoaorize.

9.

Activity

Enter a header and
footer for the report in
their respective fields.
Note: Report Header and

Footer do not have a
default setting.

Click either the Browser
or Local File view option
to select a report
destination.

Note: Browser is the
default selection, and when
selected, it displays the
report within the browser.
Local File saves the report
to your computer.

Click a Report Format
option button/box to
change the report
format.

Note: The Report Format
default is set to HTML with
the Mask User IDs check
box selected and the Page
Break Between Records
checkbox unselected.

Click the Filter icon to
search for a Scheduled
Offering.

On the Create Filter tab,
enter the appropriate
criteria for filtering the
Scheduled Offering
request.

Run a Class Roster Report

View

Report Header:

Report Footet:

Feport Destination:

C&Ernwser ) Local File

Report Format:

O s O cav %HTML O POF

Scheduled Offering:

Exact TE')

Search Scheduled Offerings

Enter a value for each fisld that you wart to use to fiter your search. Some fields allow youto select from a list of
walues, You can also add or remove search criteris to further refine your search

Caze zensitive search:

O ves @ no
Oftering Type: O tem offeringtype O Schedule Block offering type &) Both
Scheduled Offering 107 Starts Wwith »
temrSchedule Block 10 Starts With »
Description: Starts Wwith w

Start Date After.

1042642008
(MDD YY) =

Start Date Before: E
(MMDDAY Y YY)
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Notes

Inform students that if
the number of records
in the report exceeds
the predefined
threshold, they will be
directed to a Schedule
Job screen in order to
specify a date and time
to run the report as a
background job.

234

Run a Class Roster Report

Step

10.

1.

12.

13.

14.

15.

Activity

Click Search.

Click the Select check
box corresponding to the
appropriate Scheduled
Offering(s).

Click Submit Selection.

On the View Filter tab,
select the Remove
check box corresponding
to any Scheduled
Offering to be removed
from the filter.

Note: To add a Scheduled
Offering to the filter, enter
the Scheduled Offering ID
in the Scheduled
Offerings ID field and click
Add.

Click Submit Filter.

On the Run Class
Roster screen, click Run
Report to display the
report.

Note: The report may take
a few minutes to run. If the
report does not display, try
running the report again or
see your Supervisor.

Scheduled Offering ID | item/Schedule Block m
403 Clazsroom THG-MSPOWERPOINT -

A0 (Rev 7/5/2005 01:09 PM EST) Iﬁ
404 Classroom THG-MSPOWERPOINT- ]

101 (Rew 7i8/2005 01:09 PM EST)

[ Submit Selection |

View Scheduled Offerings Results

This screen alloves you to view and edit the tems you have selected. You can also Add additional 103 to your list. The
"Subrmit Fitter" button will submit your selected tems to the previous search. The fiter IDs are case sensitive.

Scheduled Offerings: m

Select All f Deselect Al

Scheduled Offering ID | kem/Schedule Block m

403 Clazzroom THG-MSPOWERPOINT- D
A (Rev 7452005 01:09 PM EST)

Select All f Deselect Al



Notes

Run a Class Roster Report

Step  Activity

16. Use Ctrl+P to open the
Print Dialog box.

17.  Click Print to print the
report.

View

General | Options

Select Printer

EAHP LaserJet 2100 Series PCL 6 on pinky
L4, HP Laserlet 5000 Series Postscript on pinky ;‘_a Snagle 7
£, HP Laserdet S000M on pinky  vertexsolutions, com

.z ImageMaker Colar Drive

Location:  Mear Rosemary

Fage Range

Enter either a zsingle page number or a single
page range. For example, 512

Frint H Cancel ]

[OF] Mumber of copies:

LI

< ¥
Status: Feady [ Pririt ta file

Comment: Find Printer...

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Notes
Step
Remind students that 1.
complete definitions of
terms are included in
the glossary.
2.
3.
Remind students that 4.
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are 5.
necessary.
6.
7.
8.

236

Activity

Select the Reports menu.

Select User
Management from the
left menu.

Select the Certificate of
Completion link.

Enter a report title in the
Report Title field.

Note: The Report Title
default is set to display the
name of the actual report.

Click either the Browser
or Local File view option
to select a report
destination.

Note: Browser is the default
selection and when
selected, it displays the
report within the browser.
Local File saves the report
to your computer.

Click the PDF option to
select PDF as a report
format.

Note: PDF is the default

selection and when

selected, the report displays
as a PDF.

Enter the name of the
instructor in the
Signature Text field.

Enter a completion date in
the Completion Date
field.

Run a Certificate of Completion Report

View
Feports

+ Uzer Management
+ Perfok ance

+ Learning

Account Data
Certifiu:a‘m of Comgletion

Certificafof Completion for

Offerinos
Report Title: Certificate of Comple
Report Destination: C&Eruwser O Local File
Feport Farmst: @ POF
signature Text: I Instructar

R

Completion Date: Mowvermber 27, 2006



Notes

Step
If known, scheduled 9.
offering IDs can be
entered directly into the
appropriate field.
However, it may be 10
easier to select the '
scheduled offering(s)
from a list, since the
IDs may be difficult to
memoaorize.
1.
12.
13.
14.
15.

Activity

Click the Filter icon to
search for and enter a
Scheduled Offering.

On the Create Filter tab,
enter the appropriate
criteria for filtering the
Scheduled Offering
request.

Click Search.

Select the Select check
box corresponding to the
appropriate Scheduled
Offering(s).

Click Submit Filter.

On the View Filter tab,
select the Remove check
box corresponding to any
Scheduled Offering to be
removed from the filter.
Note: To add a Scheduled
Offering to the filter, enter
the Scheduled Offering ID in
the Scheduled Offerings ID
field and click Add.

Click Submit Filter.

Run a Certificate of Completion Report

View

Scheduled Offering: Exact

T

Create Scheduled *Iflel ings Filter For Certificate of Completion

“ieww Filter

Add D= manually or create the fiter using the search belov. The search is case sensitive by default. You can choose
case insenstive search which applies to criteria typed in. Be aware of case insenstive search could take long time.

Add IDs (separate multiple IDs using a comma)

Scheduled Offerings: m
Search Scheduled Offerings
Case sensftive search; O ves @ Ma
Offering Type O ttem offering type O Activity offering type & Both
Scheduled Offering ID: Staris With
em/dctivity 10: Stards With
Deseription Storts With (%
Start Date between:
DDA A 1052003
anc:
(MMDDA YY) 2
Stels @ active O Not active O Bath
Scheduled Offering ID | kem/Schedule Block @
854 Classroom THG-MSEXCEL-101 (Rev
7#3/20035 01:06 PM EST)

Select All/ Deselect All

Scheduled Offering ID | kem/Schedule Block mm

a54 Classroom THG-MSEXCEL-101 [F
(Rev 7852005 01:06 PM EST)

Select All i Deselect All

[ Subrit Fit=r
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Notes
Run a Certificate of Completion Report

Step Activity View

Inform students that if 16. On the Run Certificate of
the number of records Completion screen, click W

in the report exceeds .
the predefined Run Report to display the

threshold, they will be report.
directed to a Schedule Note: The report may take a
Job screen in order to few minutes to run. If the
specify a date and time report does not display, try
to run the report as a running the report again or
background job. see your Supervisor.
17. Use Ctrl+P to open the 2 print

Print Dialog box.

General | Optiong

Select Printer

L tHP LaserJet 210 3;; ImageMaker Color Drive
£ HP LaserJet 5000 Series Postscripk on pinky ;;a Snaglk 7

=5 PCL 6 on pinky

5, HP LaserJet S000M on pinky verbexsolutions. com

£ >
Status.: Ready [ Print ta file
Ez;a;z:;: Mear Rosemary W
Fage Range
[OF] Mumber of copies: |1 H

Ofems | Hipdipe
Enter either a single page number or a single

page range. For example, 5-12

Frint H Cancel ]

18. Click Print to print the

report.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Remind students that
not all reports are
accessible by all roles.

Remind students that
the number and type of
reports a user is
allowed to access will
vary depending upon
the user’s permissions
within the LMS.

Step Activity

1.

Select the Reports menu.

Select System Admin
from the left menu.

Select the Custom
Reports link.

On the > Search Custom
Reports screen, enter the
search parameters in the
Report Name field, or
leave it blank to see all
custom reports.

Click Search.

Select the View link for the
Bulk Student Component
Status report.

Click the Run button.

Enter a report title in the
Report Title field.
Note: The Report Title default

is set to display Student
Component Status Report.

Enter a header and footer
for the report in their
respective fields.

Note: The Report Header
and Footer do not have a
default setting.

Run a Bulk Student Component Status Report

View
Feports

+ Content

+ SysteE A clmin
Aalearn.USDA,

Background Repaort Jobs

gp:fum Feparts
ernal Repartz

Case sensitive search: Q Yes @ Mo
Repoart Mame: Starts With |
Description: Startz With +

©ustom Report Status: @ setive O et active O Both

[Search’

Aglearn Login Report D |:|
BulkStudertComponentStatus ) [
BulkStudertData [

-

Report Title: Studert Compaonent ¢

Report Header:

Report Footer:
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Notes

Learner IDs can be
entered directly into the
appropriate field.
However, it may be
easier to select the
scheduled offering(s)
from a list, since the
IDs may be difficult to
memoaorize.

240

Run a Bulk Student Component Status Report

Step

10.

1.

12.

13.

14.

15.

16.

Activity View
Click either the Browser
or Local File view option
to select a report
destination.

Note: Browser is the default
selection and when selected,
it displays the report within
the browser. Local File
saves the report to your
computer.

Report Destination:

Click a Report Format
option button/box to
change the report format.

Note: The Report Format
default is set to PDF with the
Mask User IDs check box
selected and the Page Break
Between Records checkbox
unselected.

Repart Format:

Domain:

Select the Filter icon to
search for a Domain.

On the Create Filter tab,
enter the appropriate
criteria for filtering the User
request.

Search Domains

Casze sensitive search:

Domain (0

Description:

Click Search.

[Search|

Select the Select check
box corresponding to the
appropriate domain(s).

[elelle}
QIO & CI0

Click Add to Filter.

[ Add to Filter |

C%Elmwser ) Local File

O O csv C%HTML ) POF

Exact ?{b

O Yes @ Mo

Starts With |

Starts With  »

Qo

Top Include
Level Sub
Levels Only Domains
2
3

O



Notes

Item IDs can be
entered directly into the
appropriate field.
However, it may be
easier to select the
Item(s) from a list,
since the IDs may be
difficult to memorize.

Run a Bulk Student Component Status Report

Step

17.

18.

19.

20.

21.

22,

23.

Activity

On the Edit Domain
Results screen, select the
Remove check box
corresponding to any
Domain to be removed
from the filter.

Note: This step is performed
only if you want to remove
some of the domains in the
filter.

Click Submit Filter.

Select the Filter icon to
search for an Item.
Note: The Domain Select
from list link indicates you
have already selected a
number of domains in this
filter.

Follow standard search
procedures to select the
Item(s) of your choice.
Note: See Managing Data

Entry and Searches for
more detailed information.

Click Search.

Click the Select check box
corresponding to the
appropriate ltem(s).

Click Submit Filter.

View
[ Submit Fiter | Remove Checked 10s | reset |
Select/ Deselect All
S S— N —
Levels Sub Domains
QCI0 Qo 2 Yes
QCIO- IO 3 Mo %

[ Subrnit Fitr

Dramair: [2 Selected] 7 SF

ftem: Exact | Type: b %
ICx:

Caze senstive search: O ves @ Ma

tem Types: Starts With &

term ICx Starts wWith »

Revision Date: E

(PARDD ™)

Revizion Mumber: Starks 'With %

tem Title: Starts Wwith  »

tem Status: ® active O ot active O Beth

ftem Classification: Starte With j

Online Seftings: [ Has oniine contert

Damains, Starts Witk v ¥

Subject Areas: Starts Wwith £ j

[Search’

Select Allf Deselect All

Azzeszment USDA-CYBERSECURITY-XMPT- Placeholier for employees not regquired to take Security

FY06 (Rev 6/372006 0921 AMEST) Literacy and Basics training

CD-ROM USDA-CYBERSECURITYCD-FY06 USDA Securtty Literacy and Basics FY 2006 by CD O
(Rew 114862005 11:45 A6 EST)

Web Based USDA-CYBERSECURITY-FY06 USDA Security Literacy and Basics FY 20068 D

(Few 11/8/2005 11:42 AM EST)

[ Subrmit Filter
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Run a Bulk Student Component Status Report

Step

24,

25.

26.

27.

28.

29.

30.

31.

Activity

On the View Item Results
screen, select the Remove
check box corresponding
to any Item to be removed
from the filter.

Note: This step is performed
only if you want to remove
some of the Items in the filter.

Click Submit Filter.

Select the Select from list
icon to search for a
Completion Status.

On the Create Filter tab,
click the Select check box
corresponding to the
appropriate completion
status.

Click Submit Selection.

On the View Filter tab,
select the Remove check
box corresponding to any
completions status to be
removed from the filter.
Note: This step is performed
only if you want to remove a
compliance status from the
filter.

Click Submit Filter.

Click the Completed Date
Calendar icons to select
and enter the dates
between which you want
training compliance
information on your report.

Select All/ Deselect All
Aszzessment USDA-CYBERSECURITY-XMPT- Placeholder for employees not reguired to take
FY 06 (Rey 6/972006 09.21 &M EST) Security Literacy and Basics training

Select All Y Deselect All

[ Subrit Fileer

Completion Status: Exact w %

Aszsess Complete Assess Complete k
Brief Read Brief Read
CO-ROM Complete CO-ROM Complete

[ Submit Selection |

View Completion Status Results

This screen allows you to view and edt the items you have selected. You can also Add additional IDs to your list. The
"Submit Fitter" button will subimit your selected tems to the previous search. The fiter 103 are case senstive.

Completion Status [ add |
Select All/ Dezelect All
I T —T
Class Completed  Class Complted 0
Select All/ Dezelect All

[ Subrit Filter

Completed Date Fram:
[MARTID ) %
Completed Date To: E
[hARLDID %)



Notes

Run a Bulk Student Component Status Report

Step Activity View

32. Onthe Run User Item M

Status Report screen,
click Run Report to
display the report.

Note: The report may take a
few minutes to run. If the
report does not display, try
running the report again or
see your Supervisor.

Inform students_ that the 33. Use Ctrl+P to open the 2 print
LMS-Glossary includes Print Dialog box

complete definitions of

General | Option:

LMS terms. Select Printer
FSHP Laserlet 2100 Series PCL 6 on pinky 1z ImageMaker Calar Drive
£, HP LaserJet 5000 Series Poskscript on pinksy ;;; Snaglt 7

£, HP LaserJet S000M on pinky . vertexsolutions, com

< >
Statug: Ready [ Prirtt ta file
l;::_:z:;: Mear Rosemary w
Fage Range
@ al Mumber of copies: |1 k5

) Pages: 1 ] I
Enter either a zsingle page number or a single Iﬂ

page range. For example, 512

Prrint H Cancel ]

34. Click Print to print the

report.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Notes
Run a User Learning History Report

Step Activity View
Remind students that 1. Select the Reports menu.  [GETE
complete definitions of
terms are included in
the glossary.

2. Select User Management +User@;agemem

from the left menu. + Parfoll jnce
+ Learning
Remind students that 3. Select the Learning Jok Position Detail

not all reports are

. History link. Learning Histor
accessible by all roles. m

Remind students that 4. Enter a report title in the -

the number and type of Report Title field. Repott Title: Learner Learning His
reports a user is ) )

allowed to access will Note: The Report Title

vary depending upon default is set to display the

the user's permissions name of the actual report.

within the LMS.

5. Enter a header and footer Report Header:
for the report in their
respective fields. Report Footer:

Note: Report Header and
Footer do not have a default
setting.

6. . . ] ) .
Click e'thef the. Brow;er Report Destination: Brovwser () Local File
or Local File view option
to select a report
destination.

Note: Browser is the default
selection and when selected,
it displays the report within
the browser. Local File
saves the report as a file on
your computer.

7. Click a Report Format Report Format: O O csv %{TML O FoF
option button/box to
change the report format.

Note: The Report Format [ rage Break Between Records
default is set to HTML with

the Mask User IDs check

box selected and the Page

Break Between Records

checkbox unselected.

Mask Uszer [Ds
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Notes

Learner IDs can be
entered directly into the
appropriate field.
However, it may be
easier to select the
scheduled offering(s)
from a list, since the
IDs may be difficult to
memorize.

Run a User Learning History Report

Step
8.

10.

1.

12.

13.

14.

15.

16.

Activity

Select the Filter icon to
search for a User.

On the Create Filter tab,
enter the appropriate
criteria for filtering the
User request.

Click Search.

Click the Select check box
corresponding to the
appropriate User(s).

Click Submit Selection.

On the View Filter tab,
select the Remove check
box corresponding to any
User to be removed from
the filter.

Note: This step is performed
only if you want to remove
some of the Users in the
filter.

Click Submit Filter.

Click the Completed Date
Calendar icons to select
and enter the dates
between which you want
training deficiency
information on your report.

Click the Detail radio
button if a detailed report
is desired.

Note: The Summary button
is checked by default.

View

Lizer: Exact

B

Enter & value for each field that you wart to use to fiker your search. Some fields allow you to select from a list of
values. You can also add or remove search criteria to further refine your search

Search Users

Case sensitive search:

O ves @ ng
User 10 Starts With |4
Last Mame: Starts With v
First hame: Starts With |+
Micidlle Initial: Starts With | »
User Status: @ setive O met active O Both

Domains:

[Search’

LEARMNERD4 Learner, Alec

Starts With e g

LEARMNEROS Learner, Bill uk
LEARMERDE Learner, Charlie
LEARMNERD4 Learner, Alec

LEARMNERDS Learnet, Bil %
LEARNERDE Learner, Charlie D

[ Subrnit Filter

Completed Date Fram:
[hARTD )

Completed Date To:
[RARDID™ )

Feport Type:

'@} Summary D Cretail
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Notes
Run a User Learning History Report

Step Activity View
17. If this is a frequently-run
report, click Save Report. W
18. Fillin a Saved Report ID ===

and Description. © < Recued Fitds

* Saved Report 10 4]

Description:

T =

19. Click Submit. [Submit |
20. On the Run Training [ Run Report |

Deficiency Report
screen, click Run Report
to display the report.
Note: The report may take a
few minutes to run. If the
report does not display, try
running the report again or
see your Supervisor.

21. Use Ctrl+P to open the 2 print

Print Dialog box. General | Dntions

Select Printer

F{HP Laserdet 2100 Series PCL 6 on pirky 24 ImageMaker Color Dirive
L HP LaserJet 5000 Series Postscript on pinky ;3 Snaglt 7

5, HP LaserJet S000M on pinky vertexsolutions, com

£ *
Status; Feady [ Prirtk b files
Location:  Mear Rosemany

Commert: Find Frinter...
FPage Range

®al Number of copies:
Oaes A
Enter either a single page number ar a single Iﬂ
page range. For example, 5-12
Frint l [ Cancel ]

22. Click Print to print the

report.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each task.

Reinforce the notion
that based on the
student’s role, the tasks
available for scheduling
as background jobs
vary.

The Learner Needs
Management
Assistant is available
through the Learner
Management menu.

The Item Revision
Assistant is accessed
by selecting Revise...
when editing an Item.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Scheduling Background Jobs

Tasks that can be time-consuming, include too many records, or dramatically affect
system performance should be run as background jobs. Background jobs are tasks
that are scheduled to run at off-peak work hours, where they can be performed
without overloading the system.

Background jobs are scheduled for the tasks available through the User Needs
Management Wizard, the Item Revision Wizard, and for system Reports.

Background job scheduling tasks include View and Schedule a Background Job.

Note: Scheduling a background job is performed during the final step of specific tasks, when
both the Run Job Now and Schedule Job buttons appear.

The tasks available for scheduling as background jobs through the User Needs
Management Assistant can include: Add and Remove Curricula, Add and
Remove Items, Add and Remove Competency Profiles, Add and Remove
Competencies, Add Job-related Curricula, and Add Job-related Competency
Profiles. See User Needs Management Assistant for more detailed information on
performing these tasks.

Background jobs can also be scheduled for revising Items, through the Item
Revision Assistant. See Managing Items for more detailed information on using the
Item Revision Assistant.

The reports available through the Reports menu may be scheduled as background
jobs. See Reports for more detailed information on running reports.
______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario

Your supervisor has requested to see an Instructor Data report of all active

instructors currently assigned to teach Items through AgLearn. He has asked for a
printed copy by next Thursday, aware that running the report would be a burden on
the system during peak work hours.

View a Background Job

Step Activity View

1. Select the Reports menu. [GETI0E

2. select System Admin + Contert
from the left menu. + S?steEAdmin
Aalearn, USDA,
3. Select Background Approvals Status

Jobs. Backaround Joks
Ela-:kgrj! ﬁRepDrt Jobs
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Notes

Step

Scheduling a task to 4.

run as a background
job is done when the
task is created. Show
students that the only
links available on the
Background Jobs >
Search screen are
Search and Help.

Background jobs 6.

include completion
statuses of: Scheduled,
Success, and Failed.

Tell students that they
will only see their own
background jobs

Only the System
Administrator can see
all background jobs.
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Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Note: To increase search
results, remove the ID from
the Owner field.

Click Search.

On the Results screen,
locate the desired
background job.

Click the corresponding
View icon to view more
information.

View a Background Job

View
Case sensitive search: (:} Yes @ Mo
Job 1D Starts With
Dezcription: Starts With
Ovwnet:

Starts With » | | A0MIMNOT

[Search’

000000000000000012 @ |:| Aol Computer Literacy to &I NRCS employess
000000000000000103 [% =]

00000000000000001 2 P

0000000000000001 03 @E

Scheduled
Scheduled



Notes

Remind students that
complete definitions of
terms are included in
the glossary.

The Allowable
Dates/Times For
Background Jobs
pop-up window
appears.

Schedule a Background Job

Step

1.

Activity

Click Schedule Job.

Note: Background jobs are
scheduled from within the
AgLearn module requesting
the job. User Needs
Management is used here
as an example.

Select the Schedule this
job to be executed on
option button.

Select the View
Available Time Slots link
to see times when the job
can be performed.

Review the available
timeframes from the list
displayed in the
Allowable Dates/Times
For Background Jobs
window.

Click Close.

Click the Date Calendar
icon to select and enter

the date the background
job will run.

Enter a Time for the
background job to run.

Click the Time Zone
selection icon to search
for and enter a Time
Zone.

Enter a brief description
of the job in the Job
Description field.

View

[ScheduleJob'|

%chedule thiz job to be executed on: Yiew Available Time Slots

Wiewy Availakle Time SIDt%‘_h.,)

> Schedule Background Job > View allowable times

Allowable Dates Times For Background Jobs

* Timeframe O
< Hour(s) between 0 and 5
O Monday

= Timeframe 1
© Hour(s) between 0 and 5
< Tuesday

* Timeframe 2
< Hour(s) between 0 and 5
O Wednesday

= Timeframe 3
© Hour(s) between 0 and 5
© Thursday

* Timeframe 4

—
Diater %

Tirme:

Time Zone: EST (Eastern Standard! Time)

Jok Description:
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Notes
Schedule a Background Job

Step Activity View

10. Select the Notify via
email upon completion
check box to send a
notification e-mail.

I_E\LNDtify vig email upon completion

11. Enter the e-mail address ~ emai:
for notification in the

Email field.
:Enforr_? Sht“dsms that the 12. Select the Email the _
cr:?ei:( ;[)oi OF?lIi/O;;plieS Report check box to e feper %
. receive a copy of a report
to background jobs for with the notifri)é/ation e—p
Reports. i
mail.

Note: The Email the Report
check box appears only for

Reports.
13. Click Finish. |
Point out that the 14. verify that the

system auto-generates

the Job 1D when the background job has been Status:

scheduled on the Status

background jOb has # Your job has been scheduled to run inthe background. The job 1D iz 000000000000000003.
been successfully screen.
scheduled. Note: Only a System

Administrator may
reschedule and/or delete
background jobs.
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each task.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Managing Instructors

An instructor is any person who delivers learning. AgLearn tracks Instructors not only
by name, location, and availability, but can keep records about which Items an
instructor is authorized to teach. Subtasks pertaining to Managing Instructors are
accessible from the Instructors menu. Managing Instructors tasks include: View,
Add, Edit, Delete, and Add Authorized Items to Instructors, and Remove
Authorized Items from Instructors.

A Day-in-the-Life Scenario
A new instructor has been hired. You need to:

e Add the instructor to AgLearn
¢ Add two (2) Items that the instructor has been authorized to teach

View an Instructor Record

Step Activity View
1. Select the Learning Learning
menu.
2. Select Resources from + Tooks
+ Regpurces
the left menu. : RE{T\EHCES
3. Select Instructors. _ Resources
Infriructors
E ment
4' On the > SearCh SCI’een, Caze sensitive search: O ves @ Mo
enter the appropriate nstructor I T
search criteria. _
. Lazt Mame: Starts With v
Note: See Managing Data S
Entry and Searches for ' Starts With [
more detailed information on  Mdential Starts With v
SearChlng' ftems: Exact % Type: i
10
5. Click Search. |
6. Onthe Results screen,  [EEEea N L e e L
locate the desired LEARNERD4 DI Alec, Learner
instructor LEARNERDT R [CI[0  Raymond, Leamer

Instructor 1D
TRI-INSTS
TRM-INST4
TRM-INSTS

Hame

Instructor, Ken
Instructar, Lynn
Instructor, Mike

7. Click the View link to view
more information.

Wiew | Edit | Delete
| Edit | Delste
Wiew | Edit | Delete
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Notes

Add an Instructor Record

Step Activity View
Remind students that 1. Select Learning from the  [ElL0
complete definitions of top menu
terms are included in ’
the glossary. 2. Select Resources from + Tools
the left menu. + Regpurces
+ He{ﬁnces
3. Select Instructors. _ Resources
Infrructors
E ment
For the Instructor ID 5. Enter the Instructor ID
field, make sure that * [mztructor 10
students do NOT enter
data in the field, but DO .
check the box to Auto 6. Enter the instructor name  wasvers Frt "
Generate the |D n the LaSt Name, FII‘St,
and Ml fields accordingly.
company in the Company
field, if known.
Inform students that 8. Click the Domain
required fields are Selection icon to search " Domain: \[% PUBLIC
identified by a red .
asterisk, and that the for and enter a domain.
remaining fields are not . ) .
required. However, 9. Click the Organization Organization:
encourage them to Selection icon to search
capture as much for and enter an
information as possible. organization.
10. Enter an e-mail address gy aguress:
in the Email Address
field.
1 1 . Commerts:
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Enter any comments
concerning the instructor
in the Comments field.




Notes

Add an Instructor Record

Step  Activity View
12. Select the Active check _
box if the instructor has Active: %
been designated as
active.

13. Click Add. i |

253



Notes
Step
Remind students that 1.
complete definitions of
terms are included in
the glossary. 2
3.
Inform students that 4.
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.
5.
6.
7.
Inform students to 8.

make all necessary
changes using the tabs
available. However,
caution them to click
Apply Changes before
selecting a different
tab. Otherwise they will
lose all their changes
and modifications.

Activity

Select Learning from the
top menu.

Select Resources from
the left menu.

Select Instructors.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
instructor.

Click the corresponding
Edit icon to edit the
instructor information.

Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

View

Learning

Edit an Instructor Record

+ Tools
+ REzpUrCES
+ Re Mces
- Besources

Infptructors

E merit
Case zensitive search: ) vas & No
Inztructar I0: Starts With | W
Last Mame: Starts With | W
First Mame: Starts With |
tdiddle Initial: Starts With |
ftems: Exact | Type: o ¥

IC:

LEARMERDS
LEARMERDT %

D I:| Alec, Learner
QE

1 Raymond, Learner

LEARMERO4
LEARMERD

[ Apply Changes |

[_l

b

0
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Step

1.

Activity

Select Learning from the
top menu.

Select Resources from
the left menu.

Select Instructors.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
instructor.

Click the Edit icon to edit
the instructor information.

Click Delete.

Note: Instructors currently
scheduled for any offering
can not be deleted. Remove
any offerings the selected
instructor is currently
scheduled to teach before
deleting the instructor
record.

Click OK in the
Confirmation box.

View

Learning

+ Tools
+ REzpUrCES
+ Re Mces
- Resources

Injgiructors

E mert
Case sensitive search: O Ves @ Mo
Inztructor IO Starts With
Last Mame: Starts With %
First Mame: Starts With
Miclle Initial: Starts With
tems: Exact W | Type:

[Search|

ICx:

w

Delete an Instructor Record

(st isuctortame - |

LEARMNERD4 0l [
LEARNERD1 % Q=

LEARMERDE
LEARMERD

[Delets’

Microsoft Internet Explorer

9

Alec, Learnet

Raymond, Learner

\_./ Are you sure vou want to delete this instruckor?

l OK t@’ Cancel
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Notes
Delete an Instructor Record

Step Activity View
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Notes

Add Authorized Items to Instructors

Step Activity View
Remind students that 1. Select Learning fromthe [l
complete definitions of top menu
terms are included in ’
the glossary.
g y 2. Select Resources from + Tools
the left menu. + Heg:[ﬁirces
+ Re MNCEs
3. Select Instructors. _ Resources
Inftructors
E ment
Inform students that 4. Onthe > Search screen
they can perform either enter the appropriate ' Casesensiive search O ves @ no
a Simple or Advanced oL Instructar ID: 3
: search criteria Starts With
Search depending T _
upon the level of detail Note: See Managing Data Lest lame: Starts With v
they need for their Entry and Searches for First Name: P
search. more detailed information on
searching. Middle Inital Starts With
tems: Exact v | Type: w| T

IC:

5. Click Search.

(st isutortame - |

LEARMERDS

6. On the Results tab,
locate the desired

Il Alec, Learner
instructor. LEARMNERDT % Ql:l Raymond, Learner
7. ik he corespondng [P
Edit icon to edit the LEARMNERD4 0

instructor information.

o

LEARMERDT ]
After Se'IeCting the 8. Click the Authorized to Proctor Status Baze Cost Additional Costs
Authorized tab, the > Teach tab :
Search > Search ) Authorized to

! Custom Fields S —
Results > Edit ENE

Authorized to Teach
screen appears.

Scheduling
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Notes

Tell students that they
are not prevented from
scheduling an
instructor for an

offering of an Item even
if the instructor is not
authorized to teach that
Iltem.

After selecting the add
one or more from list
link, the Item > Search
screen appears.
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Add Authorized Items to Instructors

Step
9.

10.

1.

12.

13.

14.

Activity

Select the Add one or
more from list link, from
the Add an Item to the
Instructor Authorized
Items section.

Caution: Instructors can be
scheduled to teach an ltem
even if they are not
authorized to teach that
Iltem.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired Item to
add to the instructor.

Select the corresponding
Add check box.

Click Add.

View

Add an tem to the Instructor Awuthorized Rems

Enter Type and tem D or add one or more from list

Caze senztive search:
tem Types:
ttem ID:

Revision Date:
(MDD )

Revision Murmbet:
ttem Title:

ftem Status:

tem Classification:
Online Seftings:
Domains:

Subject Aress:

[Search’

Clazsroom THG-MSEXCEL-101 (Rev 7/82005 01:08 PM EST)
Clazsroom THG-MSEXCEL-102 (Rev 101452005 03:21 PM EST%

Clazsroom THG-MSEXCEL-103 (Rev 1041452005 03:23 PM EST)

Classroom THG-MSEXCEL-101 (Rev 7/53/2005 01:06 PM EST)
Classroom THG-MSEXCEL-102 (Rev 10/14/2005 03:21 PM EST)
Classroom THG-MSEXCEL-103 (Rev 10/14/2005 03:23 PM EST)

-

O Yes @ Mo
Starts With =

Startz With

Starts With (s

Startz With

@ active O nat active O Both

Starts Wwith =

|:| Haz online content

Starts With v h g

Starts With w =
Basic Excel [F]
Intermediate Excel |:|
Advanced Excel |:|

Select All / Deselect All

Bisic Excel
Intermediate Excel
Advanced Excel O

Select Al / Deselect All




Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Inform students that
after selecting the
Authorized tab, the >
Search > Search
Results > Edit
Authorized to Teach
screen appears.

Remove Authorized Items from Instructors

10.

1.

Activity
Select Learning from the
top menu.

Select Resources from
the left menu.

Select Instructors.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
instructor.

Click the Edit icon to edit
the instructor information.

Click the Authorized to
Teach tab.

From the Update the
Authorized Items for the
Instructor section, locate
the Item to be removed.

Select the corresponding
Remove check box.

Click Apply Changes.

View

+ Tools
+ REzpUrCES
+ Re Mces
- Besources

Infgtructors

E mert
Caze senstive search: Q Ve @ Mo
Instructor D Starts With W
Last Mame: Starts With
First Mame: Starts With
hiiciclle Initial: Starts With
=0 Exact % | Type: v ¥

IC:

Cnsusar oo e - |

LEARMNERDS 1= Alec, Learner
LEARMERDA % =

LEARNERD _j

LEARMERD1

[_|||

Raymond, Learner

[_|||

Proctar Status Base Cost Additional Costs
) Authorized to ]
Custom Fields Scheduling
Teach
Update the Authorized tems for the Instructor
Select All/ Deselect All
Clazsroom THG-MH-ITEM 2 (Rev 1 - Melz other grest class
1141552006 12:00 AM EST)
Classroom THG-MH-ITEM1 (Rev 2 - Melz tem 1 D
111562008 11:15 AMEST)
)
Classroom THG-MH-ITEM 2 (Rev 1 - Melz other great class
111572006 12:00 AMEST) %
Classroom THG-MH-ITEM1 (Rev 2 - Melz tem 1 D

11M15/2006 11:15 AMEST)

[ Apply Changes |
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Inform students that
they can also view
information about
material inventory,
base cost, additional
costs, and pricing from
this screen.
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Managing a Material Record

Materials are consumable supply Items used during learning (e.g., pens, handouts,

giveaways, etc.). Subtasks pertaining to Managing Locations are accessible from
the Locations menu. User-specific subtasks include the following: View, Add, Edit,
Copy, and Delete a Location Record.

A Day-in-the-Life Scenario

As the week begins, you note the following:
e Three classes were held last week. Total student enrollment in these classes
was 78.
e A box of supplies that includes 300 three-ring binders has just arrived.

View a Material Record

Step  Activity View
1. Select the Learning Learning
menu.
2. Select Resources from + Tools
the left menu. + Heliﬁirces
+ Re MNCes
3. Select Materials. Equipmert
M%erials
itie=
4' On the > Search screen, Casze sensitive search: .D Vs @. Mo
enter the appropriate etaril :
search criteria. ' Starts With v
Note: See Managing Data Description: Starts With %
Entry and Searches for
more detailed information on
searching.
5. Click Search. |
[Meeral.— [Msersiveserpion |
6. On the ReSUItS tab’ LAB-IN Lah Kit, Indoor
locate the desired Lap-0 Lot Qutcoar
material.
7.

Click the corresponding
View link to view more
information.

LAB-IM
LaB-oUT

&
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.
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Add a New Material Record

Step
1.

2.

10.

Activity
Select the Learning
menu.

Select Resources from
the left menu.

Select Materials.

Select the Add New link.

Enter the Material 1D.

Enter a material
description in the
Description field.

Click the Domain Search
icon to search for and
enter a domain.

Enter the revision number
in the Revision Number
field.

If applicable, enter
comments in the
Comments field.

Click Add.

Caution: A Validation Error
message will appear if all
required fields are not
complete.

View

Learning

+ Toals
+ Regpurces
+ He{ﬁnces
Equipment
M%erials
ities:

Search | Ad@lew | Help |

* MWaterial 10

Description:

* Darmain: Q

)

PLUBLIC

Revizion Mumker;

Comments:

—

Note: For additional information about managing materials, see Managing a Facility Record, Managing a Location
Record, Managing Scheduled Offerings, and Managing Segments.



Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Inform students to make
all necessary changes
using the tabs available.
However, caution them to
click Apply Changes
before selecting a
different tab. Otherwise
they will lose all their
changes and
modifications.

Activity
Select the Learning
menu.

Select Resources from
the left menu.

Select Materials.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on

searching.

Click Search.

On the Results tab,
locate the desired
material.

Click the corresponding
Edit link to edit material
information.

Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Click the Inventory tab.

View

Learning

+ Toolz

+ Regpurces

+ He{ﬁnces
Eqjuipmert

Materizls
ties

Caze sensitive search: O vas 3 pa
haterial IO Starts With | »
Description; Starts With %

[Search |

Edit a Material Record

Step
1.

[aeraiid - == Pt oescrpion

LAB-N [Z1[5]  Lab Kit, Indoar
LAB—OIJ% [Z1E]  Lab Kit, Outdoor

LAB-IM ol
LAB-OUT i
W

SUmmary

Basze Cost
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Notes
Edit a Material Record

Step Activity View
10. Make the appropriate [apply Changes |
changes and click Apply
Changes.

Note: Materials associated
with a facility appear in the
Update the Inventory for
the Materials section.

Tip: Click the corresponding
Remove check box to
remove material from a
facility.
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Notes

Copy a Material Record

Step Activity View
Remind students that 1. Select the Learning Learning
complete definitions of menu
terms are included in )
the glossary.
2. Select Resources from + Tools
the left menu. + Regources
+ He{ﬁnces
3. Select Materials. Equipmert
M%erials
ties
Inform students that 4. Onthe > Search screen - _
they can perform either onter the appropriate y Caze senzitive search; O Ves @ Mo
a Simple or Advanced search criteria Material ID: Charts With
Search depending o o :
upon the level of detail Note: See Managing Data Description: Starts With
they need for their Entry and Searches for
search. more detailed information on
searching.
5. Click Search. |
6. On the Results tab, MLAB_W i
locate the desired Lapolly DI Lankt, Qutdoor
material.
7. Select the corresponding [T RSN
LAB-QUT T|E?
8. Click Copy Material. [Copy Material.. |
9.  Enter the material ID of New Material [t
the newly copied material EI%
record in the New
Material ID field.
10. Select the check boxes of [T Copy em
the material record R
elements you want to [ Copy Scheduled Offering
copy. F Copy Facility
1.

Click Copy.

[Copy|
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Notes
Copy a Material Record

Step Activity View
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

Delete a Material Record

Step
1.

Activity View
Select the Learning Learning
menu.
Select Resources from + Tools
the left menu. + Heg:[ﬁirces
+ Re MNCes
Select Materials. Eguipment
Materisls
itie=:
On the > SearCh screen, Casze sensitive search: O Ves @ Mo
enter the appropriate _
Material IO Starts With | »

search criteria.

Note: See Managing Data Description: Starts With
Entry and Searches for
more detailed information on

searching.
Click Search. |
I L
On the Results screen, e T
locate the desired wasoly D Lk, Qutdoor
material.
Ciick the corresponcing [T P
Ed|t Icon. LAB-IM _"|

LAB-OUT . Hﬁ?

Click Delete. M

Click OK in the
Confirmation box.

Caution: Be certain that the Microsoft Internet Explorer
material selected should be 9
deleted. If unsure. click \".\I'J Are you sure you want bo delete this material?

Cancel.
[ OK %J [ Cancel

267



Managing Equipment

AglLearn defines Equipment as a reusable physical resource needed for the delivery
hiahliaht the roles of training (e.g., overhead projectors, television monitors, VCR players, etc.).

gnig Subtasks pertaining to Managing Equipment are accessible from the Equipment
assigned to perform oy . . . .
each subtask. menu. User-specific subtasks include the following: View, Add, Edit, Copy, and
Delete an Equipment Record.

After introducing the
task via the Overview,

A Day-in-the-Life Scenario
Equipment Records at your facility need to be updated. You need to:

e AddanewVCR
e Delete an Overhead Projector
¢ Indicate that the 25-inch Video Monitor is unavailable due to maintenance

Notes
View an Equipment Record

Step Activity View
Remind students that 1. Select the Learning Learning
complete definitions of menu

terms are included in

the glossary.
g y 2. Select Resources from + Tools
the left menu. + Regpurces
+ Re{ﬁnces
3. Select Equipment. Instructars
Edplipment
rials
Students can perform 4. Onthe > Search screen, )
either a Slmple or enter the appropriate Caze sensitive search: O ves O Mo
Advanced Search search criteria Equipmen [ Starts With
depending upon the o A
level of detail they need Note: See Managing Data Desetiption; tarts ih OB
for their search. Entry and Searches for
more detailed information on
searching.
5. Click Search !
6. On the ReSUItS tab’ EHHDA |12 FLP CHARTS
locate the desired proctor & QR Lo P
equipment.
Inform students that 7. Click the corresponding I T S
they can also view View link to view more ot P e

scheduled offerings for
the equipment from the
Offerings tab on this
screen.

information.
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.

1.

10.

1.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Equipment.

Select the Add New link.

Enter the Equipment ID.

Enter an equipment
description in the
Description field.

Click the Domain Search
icon to search for and
enter a domain.

Enter a serial number in
the Serial Number field.

Click the Equipment
Type Selection icon to
search for and enter an
equipment type.

Click the Equipment
Status Selection icon to
search for and enter an
equipment status.

Click the Assigned
Location Selection icon
to search for and enter an
assigned location.

View

Learning

+ Toolz
+ Regpurces
+ Re MNCEs

Instructors
Eqfpuipment
rigls

Add a New Equipment Record

Step

Search | Ad@lew | Help |

* Equipment 10

Description:

* Darmain:

Serial Mumber:

Equipment Type:

Equipment Status:

Azsigned Location:

O, PuBLIC

)

_v%

I [

KﬂCarsﬁnCR [Large fi.rst floor Conference Facility)
LP-1 [Livestock Pen 1)
Mewtown Souare

Park Center (3101 Park Center Dr., Suite 1100, AlexA)

Rm. 197 South (ft i & room with a view:.)




Notes
Add a New Equipment Record

Step Activity View

12. Click the Facility
Selection icon to search
for and enter a facility.

SOUTH (South Building)
South Building (South Building)
WHIT (Whitten Building)
fz-candle (newer facility)

Regional Office (Main FS office) ‘

Facility; V%
13. Enter a contact name in Contact
the Contact field.
Inform students they 14. |5 applicable, enter Comments:

can use this field to
enter free-form
comments.

comments in the
Comments field.

15. Click Add. EEI

Caution: A Validation Error
message will appear if all
required fields are not
complete.

Note: For additional information about managing equipment, see Managing a Facility Record, Managing a Location
Record, Managing Scheduled Offerings, and Managing Segments.
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Students can perform
either a Simple or
Advanced Search
depending upon the
level of detail they need
for their search.

Inform students to
make all necessary
changes using the tabs
available. However,
caution them to click
Apply Changes before
selecting a different
tab. Otherwise they
will lose all their
changes and
modifications.

Edit an Equipment Record

Step Activity

1. Select the Learning
menu.

2. Select Resources from
the left menu.

3. Sselect Equipment.

4. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

5. Click Search.

6. On the Results screen,
locate the desired
equipment.

7. Click the corresponding
Edit icon to edit
equipment information.

8. Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or else all
changes and modifications
will be lost.

9. Click the Offerings tab to
view the Scheduled
Offerings for the
equipment.

View

Learning

+ Toolz
+ Regpurces
+ Re MNCEs

Instructors
Eqfpuipment
rigls

Case sensitive search:

Eqquipmenit IC:

Description:

[Search|

Eguipment 1D &

FS11111 %
Projectar

Equipment ID «
F311111
Projector

[ Apply Changes |

Summaty

O Yes @ Mo

Starts With |

Starts With |

[ZI[Z]  FLP CHARTS
[s1E]

LCD Projector

i[q  FLP CHARTS
] LCD Projector

Baze Cost

Note: For additional information about editing equipment associated with a Scheduled Offering, see Managing
Scheduled Offerings and Managing Segments.
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Notes
Delete an Equipment Record

Step Activity View
Remind students that 1. Select the Learning Learning
complete definitions of menu. -
terms are included in
the glossary. 2. Select Resources from + Tools
the Ieft menu. + Fespurces
+ Re{ﬁnces
3. Select Equipment. Instructors
Eqplimment
rigls
Students can perform 4. Onthe > Search screen, N
either a Simple or enter the appropriate Caze senzitive search; O ves @ Ho
Advanced Search search criteria Equipmert ID: Starts With v
depending upon the o e
level of detail they need Note: See Managing Data Deseriptior: Starts With
for their search. Entry and Searches for
more detailed information on
searching.
5. Click Search. I
6. On the Results tab,
locate the desired proctr % QE | LooPropor
equipment.
7. Click the corresponding
. . F311111 = FLIP CHARTS
Edit icon. Projactor L@ LED Frojector
8. Click Delete. =
9. Click OK in the =
Microsoft Internet Explorer [E|

Confirmation box.

Caution: Be certain that the 9
equipment selected should M_..(/ fre you sure you want ko delete Ehis equipment?
be deleted. If unsure, click

Cancel.
I (] 4 %J[ Cancel ]
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Notes
Step

Remind students that 1.

complete definitions of

terms are included in

the glossary. 2.
3.

Students can perform 4,

either a Simple or

Advanced Search

depending upon the

level of detail they need

for their search.
5.
6.
7.
8.
9.
10.
1.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Equipment.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
equipment.

Select the corresponding
Edit icon.

Click Copy
Equipment....

Enter the new Equipment
ID.

If applicable, select the
Copy scheduled
offering relationships
check box.

Click Copy.

View

Learning

+ Toolz
+ Regpurces
+ Re MCes

Instructars
Eqkipment
riglz

Copy an Equipment Record

Caze sensitive search: O Yas @ M
Eqquipmenit I Starts WWith W
Description: Starts With %

Eguipment 1D «

FS11111 k |12 FLIP CHARTS
Projector LI, D LCD Projector
FS11111 |2l FLIP CHARTS
Projector LI, LCD Projector

| Copy Equipment. |

Mesw Equipment 10

%np‘f zcheduled affering relationships

[Copy|
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.
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Managing a Location Record

A location is a specific place within a facility where an offering (or a segment within
an offering) is delivered. Locations can be anything from classrooms and simulators
to barns and fields. Subtasks pertaining to Managing Locations are accessible from
the Locations menu. User-specific subtasks include the following: View, Add, Edit,
Copy, and Delete a Location Record.

A Day-in-the-Life Scenario

Two small classrooms at your facility have recently been renovated to create one
large conference room that can hold up to 50 people.

View a Location Record

Step  Activity View
1. Select the Learning Learning
menul.
2. Select Resources from + Tools
the left menu. + Respurces
+ He{ﬁnces
3. Click Locations. Facilties
Loqgefions

CudJdm Resources

4. Onthe > Search screen,

; Case sensitive search: O Vas @ Mo
enter the appropriate edtion
search criteria. peatan Starts With v
Note: See Managing Data Description: Starts With
Entry and_Sea_rches fc_>r Location Type: prm—— =
more detailed information on
searching.
5. Click Search I
6. On the Results tab, find =
. . APHIS-T |d <] 1800 M. St 3RD. Floor
the desired location. APHIS-PP 5 G-BIKE SHOP QUL Locsl Bike Shop
7. Click the corresponding Location ID « |
View icon to view more APHISAT e
information. APHIS-PPQ.JSG-BIKE SHOP Q‘



Notes

Step

Scheduling an Activity 1.
for a location resource,

reserves the resource

even if the activity is 2
not training related. )

3.
4,
Remind students that 5.
complete definitions of
terms are included in
the glossary.
6.
Inform students that 7.
required fields are
identified by a red
asterisk. Encourage
students to capture as
much information as
possible in remaining
fields.
8.
9.
10.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Locations.

Select the Add New link.

Enter the Location ID.
Note: Check with your

agency lead for the naming
standard.

Enter a location
description in the
Description field.

Click the Domain
Selection icon to search
for and enter a domain.

Click the Location Type
Selection icon to search
for and enter a location

type.

Click the Facility
selection icon to search
for and enter a facility.

Enter the maximum

capacity for registration in

the Max Capacity field.

Add a New Location Record

View

Learning

+ Toolz

+ Regpurces

+ Re MNCEs
Facilties

Logrtions
Cuddm Resources

Search | Ad@lew | Help |

* Location I

Dezcription:

* Domair: {% PLBLIC
Location Type:

eI

Regional Office (Main FS office)
SOUTH (South Building)

South Building (South Buildineg)
[VWHIT (WWhitten Building)
tz-candle (newwer facility)

Facility: v%

Max Capacity:
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Notes

The contact name
should be the name of
the person responsible
for this location. It may
be the same name as
the facility, or it may be
someone specifically
identified for this
location.

An association
between facility and
location can be made
using the Add from
List link in the Add
Facility section. An
association can also be
made in the location
record.
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Add a New Location Record

Step Activity View

11. Enter a contact name in Cantact Name:
the Contact Name field.

12. Enter the contact's e-mail  corgact Emai
address in the Contact
Email field.

13. Enter comments as Commerts:

appropriate.

14. Click Add. Eﬂi

Caution: A Validation Error
message will appear if all
required fields are not
complete.



Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Caution students to
click Apply Changes
prior to selecting a
different tab because
they will lose all their
changes and
modifications
otherwise.

Edit a Location Record

Step

1.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Click Locations.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
find the desired location.

Click the corresponding
Edit icon to edit location
information.

Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Click the Scheduling tab
to view the list of
Scheduled Offerings for a
location.

10. Click Equipment tab.

View

Learning

+ Toolz

+ Regpurces

+ Re MNCEs
Facilties

Logrtions
Cuddm Resources

Case sensitive search: O Ves @ Mo

Location IC: Starts With

Description: Starts Wiith W

Location Type: Starts With =
APHIS-IT [1[2] 1800 M. St 3RD. Floor

APHIS-PP&JSG-EIIKE SHOP E1[E  Local Bike Shop

Location ID

APHIS-IT

APHIS-PPG-JZG-BIKE SHOP

[ Apply Changes |

SUmmary

Scheduling

qe

Equipment

Baze Cost
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Notes
Edit a Location Record

Step Activity View

11. Select the Add one or ardd one ormore from list
more from list link to add
equipment to the location.

12. Onthe > Search screen,

. Caze senzitive search:
enter the appropriate O Yes @ o
search criteria. Eaipment (D Starts With
Note: See Managing Data Diescrintion: ———
Entry and Searches for
more detailed information on
searching.
13. Click Search. I
14. On the Results tab, find Wm
. O
the equipment and select  suoeuor LCD Projctor
the Corresponding Add Telecon Teleconference %
check box.
15. Click Add [had |
16- On the Equ'pment tab’ Sumimary Scheduling m Base Cost Addtional Costs

Edit the Location

make any additional
equipment changes.

Note: Click the Remove

Add Equipment to the Location

Enter Equipment D or add ane or mare from list

Exquipment ID: A
check box to remove mi
aSSIgI'IEd equment OI’ CIICk Update the Equipment for the Location
the Select All link to select . =
and remove all equipment. Selost 1l Desslest a1
Ewpmenn _Josmrgton e | Remowe |
Projector LCD Projectar D

Select All/ Deselect All

17. Click Apply Changes.  prgemy
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Copy a Location Record

Step
1.

10.

1.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Locations.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
location.

Select the corresponding
Edit icon.

Click Copy Location.

Enter the new location ID
of the newly copied
record in the New
Location ID field.

Select the check boxes of
the location record
elements to be copied.

Click Copy.

View

Learning

+ Toolz

+ Regpurces

+ Re MNCEs
Facilties

Logrtions
Cuddm Resources

Case sensitive search: O Ves @ Mo

Location IC: Starts With

Description: Starts Wiith W

Location Type: Starts With =
APHIS-IT [1[2] 1800 M. St 3RD. Floor

APHIS-PP&JSG-EIIKE SHOP E1[E  Local Bike Shop

Location ID
APHIS-IT
APHIS-PPG-JSG-BIKE SHOP

[Copy Location..|

Mewy Location 1D

D Mave fixed equipment from old location ta new.

D Change scheduled offering segments where old location is scheduled to new: location.

[Copy|
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.
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Delete a Location Record

Step

1.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Click Locations.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab, find
the desired location.

Select the corresponding
Edit icon.

Click Delete.

Click OK in the
Confirmation box.

Caution: Be certain that the
location selected should be
deleted. If unsure, click
Cancel.

View

Learning

+ Toolz

+ Regpurces

+ Re MNCEs
Facilties

Logrtions
Cuddm Resources

Case sensitive search: O Ves @ Mo

Location 1D; |Starts Wiith vl | |
Description: |Star‘ts Wiith vl | |
Location Type: |Star13W’rlh v| | | =
APHIS-IT [1[2] 1800 M. St 3RD. Floor

APHIS-PP&JSG-EIIKE SHOP E1[E  Local Bike Shop

Location |0 «

APHIS-T g
APHIZ-PPG-JSG-BIKE SHOP 0l

[Delets’

Microsoft Internet Explorer,

\:{/ Are you sure you wank to delete this location?

I Ok %J[ Cancel ]




After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Managing A Work Week Profile

Work weeks are those days of the week when learning can be scheduled at a facility,
and are defined through the creation of work week profiles. Profiles prevent offerings
from being scheduled on a day of the week that has been excluded from the work
week. Tasks pertaining to work week profiles are accessible from the Resources
menu. Work week profile specific tasks include the following: View, Add, Edit, and
Delete a work week profile record.

A Day-in-the-Life Scenario
A facility needs to be available seven days a week to accommodate staff needs.

View A Work Week Profile Record

Step  Activity View

1. Select the Learning Learning
menu.

2. Select References from + Resources

the left menu. + Ref@rences
3. Select Work Week Training 'endars
Profiles. Work Yreek Profiles
&l |=-.=|rr:| S ano |
4. Onthe > Search screen, Wiiork Wisek Profile ID: sorts v B
enter the appropriate N
search criteria. EsCription: Starts With v

Note: See Managing Data
Entry and Searches for
more detailed information on

searching.
5. Click Search. |
6. On the Results tab,

Mon-Fri D D Mondsy Thru Friday

locate the desired profile.

7. Click the corresponing

View link to view the Wan-Fri 3 [
profile’s Summary tab &5
information.

281



Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students
should complete as
many as they feel are
necessary.

Inform students that the
naming convention for
aWork Week ID is
LLL-Description (30
character maximum).
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Add A Work Week Profile Record

Step

1.

Activity

Select the Learning
menu.

Select References from
the left menu.

Select Work Week
Profiles.

Select the Add New link.

Enter the Work Week ID.

Enter a Description.

Select the check boxes of
the days of the week on
which training offerings
may be scheduled.

Click Add.

View

Learning

+ Rezources

+ Ref@rences

':Training Yendors

VWork yﬁgek Profiles

1
Al PAP;‘L—-—‘IF\;D&. nau |

Search | Ad@lew | Help |

*Wiork Week ID:

Description

Sunday: ]
Mondary:
Tuesday:
Wednesday:
Thursdary:
Friclay:
Saturday: ]

-



Notes
Step

Remind students that 1.

complete definitions of

terms are included in

the glossary. 2.
3.
4,
5.
6.
7.
8.

Activity

Select the Learning
menu.

Select References from
the left menu.

Select Work Week
Profiles.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired profile.

Click the corresponding
Edit icon to view the
profile’s Summary tab
information.

Make the appropriate
changes and click Apply
Changes.

Edit A Work Week Profile Record

View

Learning

+ Rezources

+ Ref@rences

':Training Yendors

VWork yﬁgek Profiles

1
Al PAP;‘L—-—‘IF\;D&. nau |

Wiork Week Profile D

Starts With | w
Description: Starts With | v

on-Fri [DI[Z]  Monday Thru Friday

5

Work Week Profile ID « |

Man-Fri

C

2,
[ Apply Changes |
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Notes
Delete A Work Week Profile Record

Step Activity View

Remind students that 1. Select the Learning Learning
complete definitions of menu

terms are included in

the glossary. 2. Select References from + Resources
the left menu. + RE%E“CES
3. Select Work Week Training %endors
Profiles. Aork yﬁgek Profiles
b}
&l pnrMRD&.nnu |
4. Onthe > Search screen,  wrkieek Profie Ib: p——
enter the appropriate o
search criteria. Description: Starts With v
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.
5. Click Search. |
6. On the Search Results
screen, locate the desired ks -
profile.
7. C”(_:k_the corresponding Work Week Profile ID |
Edit icon. , "
Mon-Fri

s

8. Click Delete. M

9. Click OK in the x
Confirmation box.
Caution: Be certain that the \?I‘) Are wou sure you wank bo delete this waork week profile?

profile selected should be

deleted. If unsure, click
(0] 4 Cancel |
Cancel.
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Managing Holiday Profiles

Holiday Profiles are used to define the holidays for training facilities. The list of
holidays included in the profile can be used for a single facility or assigned to multiple
facilities. Once a facility has been assigned a holiday profile, offerings can not be
scheduled for holidays included in the profile.

The tasks for Managing Holiday Profiles include: View, Add, Edit, and Delete a
Holiday Profile, Add a Holiday to a Holiday Profile, and Remove a Holiday from
a Holiday Profile.

A Day-in-the-Life Scenario

The current facility holiday profile does not include Columbus Day. Add the Columbus
Day holiday to the facility profile. You'll need to:

e Search for the current Holiday Profile
¢ Add Columbus Day to the profile

View a Holiday Profile

Step Activity View

1. Select the Learning Learning
menu.

2. Select References from  + Resources

the left menu. + Hefﬁanﬂes
3. Select Holiday Profiles. Equipment Types
chli@ Profiles
tem Sdurces
4. Onthe > Search screen, Holday Frofie 0 N
enter the appropriate
search criteria. Description: Starts With

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

5. Click Search. |
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Notes
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View a Holiday Profile

Step

6.

Activity View

On the Results screen,
|OC8.te the deSII’ed hollday Federal Holidays % QD 11 Federal Holidays

profile.

Click the corresponding Holiday Profile ID |

View icon to view the FS.Ra Q&

_hollday Prome Federal Holidays [
information.

Click the Holidays tab to
view the list of holidays
associated with this
profile.

Summary Holiday=




Notes

Remind students that
complete definitions of
terms are included in
the glossary.

Inform students that the
naming convention for
Holiday Profile IDs is
“LLL-Description” (30
character maximum).

Add a Holiday Profile

Step Activity

1. Select the Learning
menu.

2. Select References from
the left menu.

3. select Holiday Profiles.

4. select the Add New link.

5. Enter the Holiday Profile
ID.

6. Enter a Description.

7. Click Add.

8. Click the Holidays tab to
view the Edit Holidays
screen.

Note: At this point, there are
no holidays associated with
this profile. See Add a
Holiday to a Holiday
Profile for more information.

9. Select the Add one or
more from list link.

10. Select the Add check box
next to each holiday to be
added.

11. Click Add.

View

Learning

+ Rezources

+ Ref@rences
Equipment Types
Hl:uli@ Prafiles
tem sdurces

Search | Ad@lew | Help |

* Holiday Profile 10:

Description:
Summary Holiday=

Add a Holiday to the Holiday Profile

Enter Haliday ID ar adil one or mare from list

Holiday D

CHRISTMAS Christmas 1272572006
JuLy4 Independence Day 742006 lnk
THAMHEGIVING Thanksgiving 1112372006 [F]

Select Al F Deselect All

[Add |
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Notes
Edit a Holiday Profile

Step Activity View

Remind students that 1. Select the Learning Learning

complete definitions of menu

terms are included in ’

the glossary. 2. Select References from + Resources

the left menu. + RE%EHDES
3. select Holiday Profiles. Fq”‘pm‘?“‘ Types

Hl:uli@ Profiles
tem =durces

4. Onthe > Search screen,
enter the appropriate
search criteria. Desctiption: Starts With %
Note: See Managing Data
Entry and Searches for
more detailed information on

Holicdzy Profile 10: Starts With |+

searching.
5. Click Search. [Search |
6. On the Results screen,
|OC8_te the deslred hollday Federal Holidays k |i|_\;| 11 Federal Holicays
profile.
7. Click the corresponding Holiday Profile ID « I
Edit icon to view the FS.RE o)

profile Summary tab
information.

él E]

Federal Holiday =
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Notes
Edit a Holiday Profile

Step Activity View

8. Click the Holidays tab to Ep— T
view the list of holidays
associated with this
profile.

9' Make the appl’opnate Add a Holiday to the Holiday Profile
Changes to the Holiday Enter Haliday ID or add one or more from list
Profile information. ety © I —l
NOte: See Remove a Update the Holidays for the Holiday Profile
Holiday from a Holiday [#pply Changes | Reset |
Profile for more information Saluct All/ Dasslact
on removing a holiday from I L
a profile. See Add a CHRISTMAS Christmas 1202502005 0

. . JULY4 Inclependence Day Tidr2006 D

HOIIday toa HOIIday THANKSGRNG Thankagiving 1102312006 0

Profile for more information
on adding a holiday to a
profile.

10. Click Apply Changes. W
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Notes
Delete a Holiday Profile

Step Activity View

Remind students that 1. Select the Resources Learning
complete definitions of menu

terms are included in

the glossary. 2. Select References from + Resources
the left menu. + RE%E“CES
3. select Holiday Profiles. Equipment Types
Hl:uli@ Profiles
tem =durces
4. Onthe>Searchscreen, iy poicn —
enter the appropriate
search criteria. Description: Starts With
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.
5. Click Search. I
6. Onthe Results screen,
. . - o], | Egion
|OC3_te the deSIred hollday Federal Holidays % LI,Q 11 Federal Holidays
profile.
7. Click the corresponding Holiday Profile ID & I
Edit icon. FS.RE A

|:§I«I

Federal Holidays

8. Click Delete. w

9. Click OK in the
Confirmation box.

Microsoft Internet Explorer

Caution: Be certain that the 9P

_ ) ' 67
profile selected should be \"‘:l'/ Are you sure you want ko delete this holiday profile
deleted. If unsure, click
Cancel. [ oK %J [ Cancel ]
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Notes

Remind students that
complete definitions of
terms are included in
the glossary.

After selecting the
Holidays tab, >
Search > Search
Results > Edit
Holidays screen
appears.

Add a Holiday to a Holiday Profile

Step
1.

10.

Activity

Select the Learning
menu.

Select References from
the left menu.

Select Holiday Profiles.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired holiday
profile.

Click the corresponding
Edit link.

Click the Holidays tab.

In the Add a Holiday to
the Holiday Profile
section, select Add one
or more from list.

On the > Search Results
screen, locate the desired
holiday to add the profile
and select the
corresponding Add check
box.

View

Learning

+ Rezources

+ Ref@rences
Equipment Types
Hl:uli@ Prafiles
tem sdurces

Holicdzy Profile 10:

Starts With |+

Description: Startz With |

[Search |

F3-RE Region 8 RO

Q[
Federal Holidays % QQ 11 Federal Holicays

Holiday Profile ID & I
FS-RS
Federal Holidays

§| ]

Holidays

Summary

Add a Holiday to the Holiday Profile

Enter Holiday ID ar add one or mare from Iis{b

CHRISTMAS Christmas
JULd

122512006

Independence Day T4 /2008

THANHSGIVING Thanksgiving 117232006

| Ao |
O

Select All f Deselect All
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Add a Holiday to a Holiday Profile

Step Activity View

11. Click Add. (4dd |
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Notes
Remove a Holiday from a Holiday Profile

Step Activity View

Remind students that 1. Select the Learning Learning
complete definitions of menu

terms are included in

the glossary. 2. Select References from + Resources
the left menu. + Ref@rences
3. Select Holiday Profiles. Equipment Types
Hl:uli@ Profiles
tem =durces

4. Onthe > Search screen,
enter the appropriate
search criteria. Descriptian: Starts With |+
Note: See Managing Data

Entry and Searches for
more detailed information on

Holicdzy Profile 10: Starts With |+

searching.
5. Click Search. [search|
6. On the Results tab,
. . F5-R3 |21 Region & RO
|Ocate the dESII'ed hollday Federal Holidays % [CU[E 11 Federal Holidays
profile.
7. Click the corresponding Holiday Profile ID « I
Edit link. FS.RE A
Federal Holidays 0l %
Inform students that 8. «ci i
. ick the Holidays tab. :
after selecting the y SUMMay Holidays
Authorized tab, the >
Search > Search
Results > Edit
Holidays screen
appears.
9. Inthe Update the [Hotdayo | Descripon ____________|oste _ Remowe]
. . CHRISTMAS Chtistmas 1225/2006 D
HOIIda‘yS for the HOIIday JULy 4 Independence Day T402006 D
Profile section, locate the THANKS%VING Tharksgiving 1112312006 0
holiday to be removed.
10. Select the corresponding NN
CHRISTMAS Christmas 12/2562006 |:|
Remove CheCk bOX' JULvd Independence Day 74,2006
THAMKSGINING Thanksoiving 1172362006 %

11. Click Apply Changes. [apply Changes |
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Remove a Holiday from a Holiday Profile

Step Activity View
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each subtask.

Notes

Currently, no automatic
scripts have been
created to add facilities.
It is recommended that
Domain Managers add
facilities manually
rather than import them
from existing
databases.

Remind students that
complete definitions of
terms are included in
the glossary.

Remind students that
Facilities is the default
screen for the
Resources section.

Managing a Facility Record

A facility can be a building (Whitten) or a complex (BARC); its purpose is to provide a
logical grouping of “locations” where training takes place. (Locations will be discussed
below.) Subtasks pertaining to Managing Facilities are accessible from the
Resources menu. Facility-specific subtasks include the following: View, Add, Edit,
Copy, and Delete a Facility Record.

A Day-in-the-Life Scenario

A new training facility has recently become available for use by your agency. The
facility is located approximately 2 blocks from the South Building, and includes six
classrooms. Although no equipment is currently located in the new classrooms, you
have been authorized to transfer a portion of the equipment that is assigned to your
current facility.

View a Facility Record

Step  Activity View
1. Select the Learning Learning
menu.
2. Select Resources from + Tools
the left menu. + Heliﬁirces
+ Re MNCEes
3. Select Facilities. Materials
Faciities
Lo ns
4. Onthe > Search screen,  raiym: S—
enter the appropriate
search criteria. Description: Starts With v
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.
5. Click Search. |
6. On the Results screen, Facity Doeeion
. . FNS05 D121 southwest Region
locate the desired facility. ~ rsm % DB roretSeve ramngracaty
7. Select the corresponding —
View icon to view more ==
FRS05 | [

information.

F= Tari
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Notes
Step

Inform students that 1.
Facilities is the default
screen for the
Resources section.

2.

3.
Remind students that 4.

complete definitions of
terms are included in
the glossary.

Tell students that the 5.
naming convention for

Facility IDs is “LLL-

Description” (30

character maximum).

Inform students that the 6.
naming convention for

Facility descriptions is
“LLL-Description” (30

character maximum).

Remind students that 7.
required fields are

identified by a red

asterisk. Although

remaining fields are not 8
required, students )
should complete as

many as they feel are
necessary.

Tell students that VA is 9.
not using Region as an
organizational structure

for the AgLearn

prototype.

10.

296

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Facilities.

Select the Add New link.

Enter the Facility ID.

Enter a facility description
in the Description field.
Tip: Enter an easily
recognizable name for the
facility in the Description
field.

Click the Domain Search
icon to search for and
enter a domain.

Click the Region
Selection icon to search
for and enter a region.

Click the Holiday Profile
Selection icon to search
for and enter a holiday
profile.

Click the Time Zone
Selection icon to search
for and enter a time zone.

Add a New Facility Record

View

Learning

+ Toolz

+ Regpurces

+ Re MCes
Materizl=

Faciities
Lo ns

Search | Ad@lew | Help |

* Facility 1D

* Description:

* Domair: {% PLBLIC
Region:

APHISER (&PHIS Eastern Region [Raleigh MC])
APHISWER (APHIS Western Region [Fort Collins])
ERC (MAD-Eastern Regional Office, Indianapalis)
F5-R1 (Region COne)

Holickay Profile:

FS-RE (Region & RO)
Federal Holidays (11 Federal Holidays)
Test

Time Zone: EST (Eastern Standard Time) w



Notes

Once a new record is
submitted, the Search
Results > Edit
Summary screen
appears. From this
screen, students can
add contacts, locations,
equipment, and
materials to a facility.

Remind students that it
is important to enter
POC information for a
facility.

Add a New Facility Record

Step
11.

12.

13.

14.

15.

16.

17.

Activity

Click the Work Week
Selection icon to search
for and enter a work week
profile.

If applicable, select the
External Facility check
box.

If applicable, enter
comments in the
Comments field.

Click Add.

Caution: A Validation Error
message will appear if all
required fields are not
complete.

Click the Contact tab.

Enter information about
the facility’s contact
person in the appropriate
fields.

Select Apply Changes.

Note: See Edit a Facility
Record to view information
on adding locations,
equipment, and materials to
a facility.

View

Wiark Wieek:

External Facility:

comments:

—

SUmmaEky

Contact:
Address:

City:

State [ Province:
Postal Code:
Country:

Phone Mumber:
Fax Mumber:

Email Adciress:

ru1|:un-Fri [Monday Thru Friday)

T

Locations:

[ Apply Changes |
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Edit a Facility Record

Step Activity View
Remind students that 1. Select the Learning Learning
complete definitions of menu

terms are included in
the glossary.

2. Select Resources from + Tools
the left menu. + Respurces
+ Re{ﬁnces
3. Select Facilities. Wiaterisls
Faciities
La ns
Inform students that 4. Onthe > Search screen Facilty I
i ’ ! ¥ I Starts With
they can perform either enter the appropriate -
a Simple or Advanced search criteria Description: Starts Wit 1
Search depending T
upon the level of detail Note: See Managing Data
they need for their Entry and Searches for
search. more detailed information on
searching.
5. Click Search. |
6. On the Results screen,
. . FRS0S D[S Southwest Region
|Ocate the dESIred faCI|Ity FS Tari % [DI[Z]  Forest Service Training Faciity
7. Select the corresponding [ FHTIA
_Edlt icon to edit facility e Al
information. _ =
FZ Tori 2
TIT‘II students tohmake 8. Make the appropriate .
all necessary changes changes and click Apply —
using the tabs Chanaes
available. However, ges.
caution them to click Caution: Do not select a
Apply Changes before different tab prior to clicking
selecting a different tab Apply Changes or all
or they will lose all their changes and modifications
changes and will be lost.

modifications.

9. Click the Contact tab. SLmmary m Locations

10. Make the appropriate [Apply Changes |
changes and click Apply
Changes.

11. Click the Locations tab. Contact Equipmert
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Edit a Facility Record

Step Activity View
If the Location ID i
knO\‘lavn OSCt?JdOents c:m 12. Select the A‘_jd qne or Add a Location to the Facility
enter it’directly and more from list link to add
. - i Erter Location ID or adif one or more from lizt

click Add. (It is an extra ? n_(la_w location to the _wj ]
step to select it from aciiity. Location ID:
the list, but possibly ’
easier, since the
Location ID may be
difficult to memorize.)
Inform students that 13. Onthe > Search screen

: ; ! Casze sensitive search: v B
they can perform either enter the appropriate O ves @ o
a Simple or Advanced search criteria. Location ID: Starts With v
Search depending " o
upon the level of detail Note: See Managing Data Description: Starts With
they need for their Entry and Searches for Locstion Type: p—— =
search. more detailed information on

searching.
14. Click Search. |
15. Find the location and -~
. APHIS-IT 1800 M. St. 3RD. Floor
Sele‘:t the Correspondlng APHIS-PPR-JSG-BIKE SHOP Local Bike Shop %

Add check box.

16. Click Add to return to the [add |
Edit Locations screen.

Note: Once added, the
location will appear in the
Update the Locations for
the Facility section.

Tip: Click the corresponding
Remove check box to
remove a location from the

facility.
17. Click the Equipment tab. — m Materials
If the Equipment ID is 18. Select the Add one or
. . Add Equipment to the Facility
ggfg‘r’?t' j:r”e‘i‘:l;t; r?g” more from list link to add
click Add. (It is an extra equipment to a facility. Enter Equipment |0 or add one or more from list
step to select it from _ _
the list, but possibly Exuipment ID:
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Notes

easier, since the
Equipment ID may be
difficult to memorize.)
Inform students that
Equipment IDs are
auto-generated.

Inform students that
materials refer to
consumable supply
items that are used
during learning, such
as pens, handouts,
giveaways, etc.

Inform students that
they can perform either
a Simple or Advanced
Search depending
upon the level of detail
they need for their
search.

300

Edit a Facility Record

Step
19.

20.

21.

22,

23.

24,

25.

26.

27.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Find the equipment and
select the corresponding
Add check box.

Click Add to return to the
Edit Equipment screen.
Note: Once added, the
equipment will appear in the
Update the Equipment for
the Facility section.

Tip: Click the corresponding
Remove check box to
remove equipment from the
facility.

Click the Materials tab.

Select the Add one or
more from list link to add
materials to a facility.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.
Find the material and

select the corresponding
Add check box.

View

Case sensitive search: O Yas @ Mo

Ecuipment ID: Starts With |

Deszcription: Starts With |
[eaupmentio T oeserpion )
FS11111 FLIP CHARTS D
Praojectar LCD Praojectar
Telecon Teleconterence .\

-

Ecjuipment Basze Cost

Add Material to the Facility

Erter Material ID or add [pje o more from list

Material ID:;

Caze zenstive search: O ves ) g
htaterial IO Startz With v
Description: Starts Wwith | »

. Reorder Value
WW (1000001 01)

LABHN Lab Kit, Incoor

L&B-OUT Lak Kit, Outcoor




Notes
Edit a Facility Record

Step Activity View
28. Enter appropriate Count:
information in Count and
Reorder Value fields Rearder Yalue:
(optional).

29. Click Add to returntothe
Edit Facility screen. M

Note: Once added, the
material will appear in the
Update the Materials for
the Facility section.

Tip: Click the corresponding
Remove check box to
remove material from the
facility.
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Notes
Copy a Facility Record

Step  Activity View
Remind students that 1. Select the Learning Learning
complete definitions of menu
terms are included in '
the glossary.
2.  Select Resources from + Tools
the left menu. + Regpurces
+ Re{ﬁnces
3. Select Facilities. Materials
Faciities
La s
IEform studefnts that 4. Onthe > Search screen, Faciity ID: T——
Li;);fznsegp?e”gr enter the appropriate et
H H EZCEIRTon: Starts With W
Advanced Search search criteria. _ arts
depending upon the Note: See Managing Data
level of detail they Entry and Searches for
need for their search. more detailed information on
searching.
5.  Click Search. !
6. On the Results screen,
. . FNS05 D121 southwest Region
|Ocate the deS”ed faClIlty FS Tori % 2[5 Forest Service Training Faciity
7.  Select the corresponding [T
Edit icon. —" Qh
FS Tari ®
8.  Click Copy Facility.... I
9.  Enter the facility ID of the .. e o
newly copied record in
the New Facility ID field.
Inform students that 10. Select the check boxes of [ Update equipment refstionships

they can copy

. . the facility record
equipment, location,

|:| Update location relationships
elements you want to

and scheduled offering . N

. . pdate scheduled offering relationships
relationships as well copy. L d P
as material [l copy material invertary

inventories.

11.  Click Copy. !
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Notes
Delete a Facility Record

Step Activity View
Remind students that 1. Select the Learning Learning
complete definitions of menu

terms are included in
the glossary.

2. Select Resources from + Tools
the left menu. + Respurces
+ Re{ﬁnces
3. Select Facilities. Waterials
Faciities
La ns
Inform students that 4. Onthe > Search screen
; - ; ) Facility I Starts ith v
they can perform either enter the appropriate
a Simple or Advanced search criteria Description: Starts With
Search depending C
upon the level of detail Note: See Managing Data
they need for their Entry and Searches for
search. more detailed information on
searching.
5. Click Search. ==
6. On the Results screen,
locate the desired facility.  rw % DAL Forest Servie Trsnng Faity

7.  Select the corresponding Facility ID
Edit icon. e AR
FS Tori 8

8. Click Delete. w

9. Click OK in the
Confirmation box.

Microsoft Internet Explorer,

Caution: Be certain that the 9 o

facility record selected .h__,/ Are you sure wou want ko delete this Facility record?
should be deleted. If

unsure, click Cancel. I o [ p— ]
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304

Managing Training Approval Processes

AgLearn has the ability to manage multiple multi-level training approval processes.
The creation of additional approval mechanisms and roles will be handled at a higher
level; agency administrators will assign Users to approval roles and associate specific
Approval Processes with Items and Scheduled offerings.

An approval process may have as many as six steps, though six-step approvals will
be rare. A User’s two immediate supervisors are automatically set up in the system to
fill two default approval roles; many Items may only require a supervisor approval.

For more complicated processes, seven other roles have been created. This grants
each agency the flexibility to use the processes best suited to their needs, and
appropriate for each Item. Approval Roles such as Budget, Training Coordinator, and
Training Officer can be mapped to specific individuals if those titles exist in your
agency. More generic roles (Approver 1, Approver 2, Reviewer, and Final Approver)
have been created for processes that need more flexibility in the selection of
personnel to fill each role.

A Day-in-the-Life Scenario

It has been decided that Users should get their supervisor and Budget Officer to
approve a specific Item before registration is permitted. You must assign a User to
the role of Budget Officer and modify the Item record to reflect this new policy.

Assign an Approval Role to a User

Step Activity View
1. Select User e e
Management from the
top menu.
2. search for the User for Search Users

1 Enter a value for each field that you want to use to fiter your search. Some figlds allowe you to select from a list of
Whom you WISh to add Or walues, You can also add or remove search criteria to further refine your search.
change an Approval Role.

Case sensitive search: O ves @ g

User I Starts With v
Last Mame: Starts With (%
First Mame: Starts With (%

Mlicldle Initial: Starls Wwith »

User Status: @ active O net active O Both

Domaine: Starts With v hd

3. Locate the User on the e e ) sy R

LEARMERDOS I:‘ Learner, Alec TRAIMMNG LEARNERD3
Res u I ts Screen . LEARMERDS LD Learner, Bill TRAIMMNG LEARNERD4 l:‘
4. ciok e conesporang [T
Edit icon. LEARMERD4 L@ Learner, Alec
LEARMEROS I__ | |2 Learner, Bil



Notes

Step

Remind students to tab 5.
between the name
fields

10.

1.

12.

13.

14.

15.

Activity

Click the Approval Role
tab.

Click Add one or more
from list.

Click Search to look for
the role to be added.

Click the checkbox in the
Add column on the
proper line.

Click Add.

Click the link for Control
Domain.

Note: The new Approval
Role will not be added to the
database until this step is
completed.

Click Add one or more
from list.

Click the Search icon to
find the domain to be
added.

Click the checkbox in the
Add column on the
proper line.

Note: You must click both
boxes on the line if you want
all sub-domains to be
included.

Click Add.

Check the boxes to verify
if the role is being granted
to just that Domain, or to
all sub-Domains under it.

Assign an Approval Role to a User

View
Performance .
) External Reguestz | Standard Options
REwisyy
Pretferences Approval Role Approvals
Feguests Online Status Azsezzments
add one o more from list
T
Approver 1 Generic Approval Role
Approver 2 Generic Approval Role .\
Assign Approval Roles to the Learner
The following &pproval Roles are not posted to the database until you click ‘Spply Changes'.
Select All / Deselect All
T e
Approver_1 Genetic approval role Control Dﬁmains [F]
Select All / Deselect All
add one or more from list
* Domai O;: PUBLIC
Assign Control Domains to the Approval Role
Ii‘EEi —
RecoldspelPage 10 ¥ |Page: 12345 | Nextn Page 1 of 6. ﬁ

Select All / Deselect Al

Include
Description Sub
Domain

QCIo aclo
DCI0- 210

—

) o Include
pomsin 1> m
[elelle] QCIO O

Select All/ Deselect All
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Notes
Assign an Approval Role to a User

Step Activity View

16. Click Submit. _—

17. Click Return to Approval
Role.

18. Click Apply Changes.

Note: Modifications to the
User’s Approval Roles are
not posted to the database
until you click Apply
Changes.
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Add a Training Approval Process to an Existing Item

Step Activity View
1.  Select the Learning Learning

Menu.

2' On the > SearCh SCI‘een, Caze zensitive search: O es @ Mo

enter the appropriate berm Typss: D B

search criteria.

. term ID: Starts With
Note: See Managing Data A
Entr d S h f Revizion Date: E
y an earcnes for (MMIDDY YY)
more detailed information on  gevision Humer: S B
SearChlng. tem Title: Starts With
ftem Status: @ active O net active O Beth
ttern Clagsification: Starts with + E=|
Onlirie Settings: |:| Haz online content
Domains: Starts With v ¥
Subject Aress: Starts Wit 3 E=|
Remind students to tab 3. Click Search.
between the name M
fields
4. Onthe Results screen, [T
R Classroom THG-MSWORD-101 (Rev 7/8/2005 || |.]  Basic Word
locate the desired Item. 01:02 P EST) -
X . Classroom THG-MSWORD-162 (Rev [l &) Intermediste YWord

Tip: Use Ctrl+F to quickly TOA472008 D07 P EST)

find an Item on the screen.

5. Select the corresponding [

Edit link to view the Classroom THG-MSWORD-101 (Rev 7/8/2005 [ ‘{Eﬁ Biasic Word

ltem’s Summary tab 2102 i EiIIJG MSWORD-102 (R DE Intermediste word

. . ASSFO0Mm - B LLFs (=30 e, [ ermediate Yior

information. 10/ 442005 0307 PM EST)

6- Pu” dOWn Approval Approval Process ID: SUF‘ERONL\rr [Supervizor Only) ~

PI‘OCGSS ID menu tO 2APPROVER (2 Step - Generic Approvers)
25UPER (2 Step - S i Only)

select an Approval 25UPERBUDGET (2 Stap - Supervsor nd Buigel)

P rocess I D . ggEEE:;EIE(JQG;’EFS-S?:S?;E;;riwnsdo:-1c,)ﬂudget, Supervisor2)
ISUPERTO (3 Step - Supervizors and Training Officer)
4SUPER (4 Step - Supervizors, TC ad TO)

7. Select the Approval approval Required:

Required check box. 3

8.

Click Apply Changes.

[ Apply Changes |
]
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Remind students to tab
between the name
fields

308

Managing Communities

AgLearn enables you to conduct asynchronous, threaded discussions through online
communities. Each Community contains one or more topics; the individual topics are
composed of multiple messages. Users are then free to read or post messages at
their convenience.

Communities in AgLearn are created by administrators and managed by moderators.
The administrator functions, including assigning a moderator to the community, are
performed from AgLearn Administration. The moderator - who is a User - performs
his or her community functions through the User Interface.

A Day-in-the-Life Scenario

A General Community is to be created for AgLearn administrators to exchange ideas.
Moderators must be assigned to manage this community.

Create a General Community

Step Activity View
1. Select the Learning Learning
menu.
2.  select Communities. Requirements

Compmunities
Ta%

3. Click Add New. | Search | Subscribed | Views All| Add New | Help |

W

4. Select the Community
Type: General. Select Community Type

" tem { Scheduled Offering %General

5. Click Next. =3

6' En'[el’ a COm mun |ty T|t|e Enter General Community Information

Note: This is a required * = Reenired Fieids
field. * Community Titls:

7' En'[el’ a Com mun |ty Community Crescription:
Description.



Notes

Step Activity

8. Enter the Domain from
which the Community will
be managed.

Note: The default is

PUBLIC. Change this unless

you want any administrator

to be able to make changes.

9. To lock the community,
check the Lock
Community checkbox.

Note: Locking the
Community prevents new
additions or replies. It does
not delete the Community,
nor does it prevent existing
posts from being read.

10. To subscribe to the newly
created community, click
the Subscribe checkbox.

Note: Subscribing to a
Community allows easy
access when logged in as a
User without having to
search for it.

11. Click Finish.

Note: Click Back if you wish
to change the type of
Community being created.

Create a General Community

View

* Dormain 10

% PLBLIC

%Luck Community

uhscrihe

[Finish |
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Designate Moderators for a Community

Step Activity View
1. Select the Learning Learning
menu.
2.  select Communities. Requirements

Compmunities
Ta%

3. Click the Title of the

General AgLEQEssues General lzzues using -HWWﬁ
community to which you il oo
want to add a Moderator. [ Delete Community |
[ Lock Community |
Remind students to tab 4. Click the Edit
between the name Moderators buton., Ml

5. Click the Users link to
select one or more Users

Add Moderators for the Community

from a list. * = Required Figlds
Note: You may enter the Enter Lzer ID or addd one or more Lisers from list
User’s ID directly into the + User D Comme mg ]
User ID box if you know it.
6. Enter any Comments. * Learnet ID Comments

7. Click Add. H‘-‘Ei
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Remind students to tab
between the name
fields

Add a Community to an Existing Item

8.

Activity

Select the Learning
menu.

Select Communities.

Click Add New.

Select the Community
Type: Item.

Click Next.

Click the Search icon to
search for an Item.

Enter Search parameters
for the Item.

Click Search.

View

Learning

Requirements
Compmunities
Ta%

| Search | Subscribed | Wieww Al Add Mew | Help |

W

* tem © Scheduled Offering ™ General

* ftem Type: %}

* fem D

ftem Title:

Search

Search tems

Enter the ID or Description, select the type of search from the drop-down menu, and click "Search” to browse results.
Enter an exact I0 and =elect "Exsct” from the drop-dowwn menu to go directly to a record. The sesrch is case sensitive
by default. You can choose case insensitive search ywhich applies to criteria typed in. Please note thet a case
insensitive search could take a long time.

Case sensitive search: ® ves O Mo

tem Types: Select fromlist  or  ByD Starts With v
tem 1D Starts With |+

Revision Date: E

(MMIDDIY YY)

Revigion Mumber. Starts With

tem Title: Starts With

ftem Status @ active O Mot Active O Both

ttem Classitication: Select fromlist — of  ByID Starts With

Online: Settings: [ Has oniine cortent

[Search|
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Add a Community to an Existing Item

Step Activity View
9 Click Select on the Iine of |
the Item to which the Course CR-DIVERSITY-FY05 (Rev 41132005 07:57 AM  Civil Rights: Handling Diversity in the Salect
. . EST, Workplace:
Commun Ity is to be Cuuzse CR-SEXUALHARASSMENT-FY05 Civi I:gl‘rls. Stopping Sexual Harsssment geTect
(Rev 10/29/2004 1200 PM EST) Before It Starts
added.

Note: The Item Type, Item
ID, and Item Title fields will
be automatically populated.

10. To lock the community, %Lcﬂ:k Community
check the Lock
Community checkbox.

Note: Locking the
Community prevents new
additions or replies. It does
not delete the Community,
nor does it prevent existing
posts from being read.

11. To subscribe to the newly Subzcribe
created community, click
the Subscribe checkbox.

Note: Subscribing to a
Community allows easy
access when logged in as a
User without having to
search for it.

12. Click Finish. |

Note: Click Back if you wish
return to any part of the
creation process.

Note: Communities may be added to an existing Scheduled Offering. The process is essentially the same as above;
substitute “Scheduled Offering” for “Item” in the instructions, and be prepared for screen that will look slightly different. It
is a good idea to have the ID number of the Scheduled Offering handy before starting the process.
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Glossary

A

Accomplishment: Part of the performance module, Accomplishments are achievements that are not directly related to the
User’s employment or job satisfaction.

Account Code: The unique code used to track the charge-back information of a transaction.

Active: An active record is available to be updated, fully functional, and will appear on reports. To change the status of an
Item or to view, edit, and report on an inactive record, the system administrator must grant the User a security privilege to
do so.

Active Locale: Locale is the term used to describe a specific language with a given cultural, geographical, and political
region (i.e., a local market). Think of an active locale as a specific language with related information such as numbers,
date, and time currency for a specific local market.

Activity: A Learning Event associated with an initiative. Activities are automatically assigned to goals when Users align
their goals with an initiative. Users can also assign their own activities to goals. When an activity is assigned to a goal,
Users can request a schedule of the related learning, or add the learning event to their learning plans.

Admin User ID: A system ID that appears when AgLearn takes any automatic action, such as moving a User from the
Waitlist to Enrolled status when someone withdraws from a Scheduled Offering, or when a training request is denied
because the necessary approvals have not been granted before the start date of the learning event.

Adopt an Initiative: Part of the Performance module, describing the copying of an initiative to a subordinate
organizational structure. See also Align an Initiative.

AICC: Airline Industry CBT Committee. A standard for online courseware that guarantees interchangeability and data
exchange capability between online learning development packages and players.

Align an Initiative: To an initiative at the subordinate level in support of initiatives posted at a higher level. See also
Adopt an Initiative.

Assessed Level: The mastery level earned by the selected User for the associated competency.

Assessment: The assessment/rating of a User's demonstrated Competencies, based on a previously established rating
scale. Users can assess themselves or their peers through Assessment Surveys. Administrators can record assessments
using the Competency Assessment Recorder. Completed Assessments are displayed in the User's Assessment History.

Assessment Date: The date on which an assessment is completed in AgLearn.
Assessment Process: The procedure by which individual User(s) are assessed on one or more competencies.

Assessment Rating: The relationship between a User’s assessed mastery of a competency and the mastery rating
expected of the competency.

Assessment Survey: A collection of competencies and rating criteria used to assess one or more Users.

Assignment Profile: Used to automatically assign Curricula, Catalogs, and Competency Profiles based on multiple User
attributes, including (but not limited to) Domain ID, Country, Job Position, Job Location, Organization, Employment
Type, or State. Users whose attributes match those of the Assignment Profile are automatically assigned the appropriate
Curricula, Catalog, or Competency Profile.

Assignment Type: Categories used to help to prioritize a User's learning needs by distinguishing between need-to-have
and nice-to-have Items. Typical examples of assignment types in AgLearn are Optional, Recommended, Required, and
Legislatively Mandated. Default Assignment Types can be assigned at the Item level, but may be edited to suit the
situation of each subsequent assignment.

Associated Costs: Any cost of conducting a segment of a Scheduled Offering that is not otherwise defined. Examples
might include food, clean-up, or travel; and any cost of instructors, material, equipment, or location, in addition to those
already defined in AgLearn.
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Attainment Level: An informal indication of how well a User is progressing toward assigned goals. There are three
qualitative statuses for the selected initiative: On Target, Behind Plan, and Ahead of Plan.

Auto Fill Registration Flag: When enabled, moves the next waitlisted User into an enrolled status when a previously
enrolled User withdraws from an offering.

Automatic Processes Module (APM): Processes pre-configured to run periodically without human intervention. APMs
typically perform housekeeping and notification tasks at scheduled intervals.

B

Background Jobs: Jobs (such as large-scale assignments or reports) that would be too time/processor-intensive to run
during normal working hours, and are configured to run during a specific off-hours time period. The number of records
defined in the selected job MUST exceed the predefined threshold (Maximum Record Count for Online Operation) set for
running background jobs.

Basis Date (curriculum): The basis date defines the beginning point of a curriculum’s associated time-periods. The time-
periods themselves are built using either the initial assignment information, or the retraining assignment information.
Once complete, the Item is not due again until the end of the next designated period. This allows assigned learning that is
due once a quarter, or once a year, to be completed at any time during the quarter or year.

Blended Item: A Learning Item type with elements of both Instructor-Led and Online Learning Items.
C

Cancellation Policy: A set of rules used to calculate what the User is charged when withdrawing from a Scheduled
Offering.

Cascading Initiatives: Initiatives created in a parent organizational unit that are then made effective in subordinate units.
There are ways to push initiatives to subordinate organizations: Forcing requires the sub-organizations to adopt the
initiative as is; Require Alignment means the sub-organizations must align one or more of their initiatives to the parent
initiative; Make Available gives the sub-organizations the option to align one or more of their initiatives to the parent
initiative.

Catalog: A collection of Items and Scheduled Offerings made accessible to Users via Assignment Profiles. Users can
only view training that is included in catalogs made visible to them. Items and Scheduled Offerings can be part of more
than one catalog.

Chargeback: A financial transaction that occurs internally, between organizations, with one being debited for costs
accrued and the other being credited for the price of services delivered. The transaction is systemic only; no invoices or
checks actually change hands.

Chargeback Adjustment: A wizard used to reconcile chargeback transactions after closing a Scheduled Offering,
debiting the related cost centers, and crediting profit centers of the selected Scheduled Offering. Note: A Scheduled
Offering cannot be closed with an open segment.

Circular supervisor relationship: A circular relationship exists when a User is designated as his own supervisor, no
matter how many levels removed. AgLearn will not permit such an arrangement and will return a Validation Error to
reject any change that would create such a circumstance.

Class: An entity in AgLearn that associates a group of Users with a set of Scheduled Offerings, used to help
administrators keep the Users together through a series of Scheduled Offerings. Roughly analogous to school classes, such
as freshman class, sophomore class, etc.

Classification: There are four Item classifications: Instructor-Led, Online, Blended, and Other (for physical goods).

Coach: A coach is a User who may view, update, or add comments to a User's Individual Development Plan (IDP),
designated by the User or supervisor. The coach has no role in the approval process of the IDP.

Company: The company by whom an Instructor is employed. This is a non-referenced text entry field associated with an
Instructor record.
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Competency: Competencies are measurable capabilities that are required or recommended for effective performance.
Assigning a competency to an Item indicates the User will be considered to have reached the indicated proficiency level
upon successful completion of the Item. See also: Competency Type.

Competency Assessment: The assessment/rating of a User's demonstrated Competency, based on a rating scale. Users
can record assessments for themselves or their peers using the Assessment Recorder, or an Assessment Survey may be
used. Administrators can record assessments using the Competency Assessment Recorder. Completed Assessments are
displayed in the User's Assessment History.

Competency Assessment Level: Rating given to a User that indicates his or her command of a specific competency. The
rating scale is established in the Competency Assessment subsection of the Application Admin section (System Admin
area).

Competency Category: A text label (e.g., Teamwork) used to group similar competencies when displayed in a view,
assessment survey, or report.

Competency Profile: A grouping of competencies that can be associated with a job position or a function to help manage
the skill sets required of Users with similar responsibilities. Competency Profiles can include minimum required mastery
levels as aids to identifying gaps in a User's training.

Competency Type: There are four types of competencies: Skill - Physical or mental activities that support the
performance of job-related activities. Knowledge - Facts and information needed to comprehend, recognize, and/or recall
terms, rules, concepts, and symbols related to the performance of job-related activities. Ability - Capacity to meet physical
and/or psychomotor requirements for job-related activities (usually an innate physical attribute). Attitude - Behavior
required to perform job-related activities. See also, Competency.

Completion Status: Indicates the current status of an Item (or Scheduled Offering), relative to a User. The completion
status appears with each Item in the Learning History (if complete) or the Learning Plan (if incomplete).

Contact Hours: The actual number of hours of instruction received during a Scheduled Offering. For example, an Item
that begins at 8 AM and ends at 5 PM is nine hours in duration, but may only count as eight contact hours due to a one-
hour lunch break. The delineation between contact hours and total hours allows accurate recording of actual training time
compared to the total hours of resource usage.

Content Object: A database record indicating content that can be launched by Users, such as Web-based training, online
documents, and executable files.

Content Package: A Content Package is any grouping of Content Objects, Exam Objects, and/or Objectives. Content
Objects may belong to more than one Content Package.

Content Player: Any software application used by a workstation to open and/or play an online Content Object.

Copy Daily Segments: Duplicates an entire day full of segments within a Scheduled Offering, including all related data.
The duplicate segments can then be edited to suit schedule needs.

Cost Center: The account code being debited in a financial transaction. If multiple cost centers are debited in a single
transaction, the total percentage distribution MUST equal 100.

Cost Formula: The mathematical expression used by the AgLearn to calculate the cost of a selected event or transaction.

Cost Name: User-defined name for a cost with associated formula. The formula can be numeric, and/or another cost
name with any combination of the following valid mathematical operators. Cost names are used in association with both
Items and Scheduled Offerings. An example of a Cost Name: FOOD, with the Formula: Drinks+Lunch+Dinner.

CPE: Credit for Professional Education. Assigned by professional organizations as a way of tracking the volume and
currency of specific, profession-related training.

Credit Hours: A method of tracking the successful completion of Items by weighting the relative value of each Item.
Any number of credit hours can be associated with each Learning Item, to be awarded upon completion of the Item.

Critical Needs: Learning needs that have expired, are overdue, or will expire within the curriculum expiration
notification threshold set by the system administrator.

Currency Pattern: Indicates the default format for currencies used in the selected Active Locale.
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Curricula Requirement: A rule used to determine completion of a curriculum, such as “any three Iltems from a pool of
five”, or “9 credit hours from a pool of four Items”.

Curriculum: A grouping of Items and/or sub-curricula that facilitates the assignment of related Items to a User. Curricula
are also convenient for the assignment and tracking of mandatory retraining intervals.

Custom Report: A report created to return data on USDA-specific events not readily available in the standard reports that
ship with AgLearn. Examples are Bulk Reports, and Incompletion Reports.

Custom Resource: A resource used in a Scheduled Offering that is not an instructor, material, equipment, or location.
D

Days Remaining: Number of days remaining before an Item on a User’s Learning Plan will be overdue.

Decimal Pattern: Indicates the default format of integers and specified decimal places in the selected active locale.

Delivery Method: The instructional method used to deliver learning. Examples might include Instructor-Led Training,
Computer-Based Training, On-the-Job Training, and Self-Study. Delivery methods should be designed with reporting and
information tracking needs in mind.

Delivery Offset Days: The number of days prior to the scheduled delivery date of the selected Item.

Direct Link: A link, created by an administrator in AgLearn, that guides the recipient directly to a specific page in
AgLearn. Direct Links can be inserted into either e-mails or notifications.

Document: Any media (book, videotape, procedure, manual, audiotape, regulation, etc.) for which a record has been
created in AgLearn. Documents may be associated with Items, curricula, tasks, or may stand alone.

Document Type: A category used to differentiate among training documents. Examples may include Vendor Manual,
Regulation, Corporate Policy, Job Aid, etc. Reporting and information tracking needs should be kept in mind when
creating document types.

Domain: An administrative unit in AgLearn, derived from USDA Organization Codes. AglLearn’s domain structure is
roughly equivalent to USDA’s hierarchy. Domains determine which administrators can create and edit the objects
contained within them. See also Domain Restrictions.

Domain Restriction: Defines the domains in which an administrator has authority. Domain restrictions may be assigned
at the entity, function, and workflow levels for any role. See Workflow.

Domain Type: Used to determine which types of records may be assigned to a domain. For example, if a domain includes
the Organization domain type then organization records can be assigned that domain. The domain types are: Users, ltems,

Curricula, Competencies, Competency Profiles, Scheduled Offerings, Facilities, Locations, Equipment, Instructors, Tasks,
Documents, and Organizations.

Dynamic Survey: A survey used to assess a User's assigned competencies and job positions.
E

E-Signature Meaning Code: Used by Administrators to provide reasons and meaning for changing data that require
electronic signatures. The Meaning Code enhances compliance with FDA 21 CFR Part 11 requirements ensuring the
authenticity, integrity, and confidentiality of electronic records.

Effective Date: The date when a new or revised Item will be in effect for the calculation of Item completion statuses and
curriculum statuses. By default, new Items have the current date as the effective date. Be aware that accepting the current
date will make any curricula containing the Item incomplete, as Users will not have had time to complete the new or
revised Item.

Employee Status: Indicates the User’s employment status (e.g., full-time, part time, temporary, seasonal, etc.).
Employee Type: Used to designate whether a User is a contractor, consultant, partner, etc.

Equipment: Reusable resources used in the delivery of Scheduled Offerings. Examples include overhead projectors,
television monitors, and VCR players.
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Equipment Status: The current status of a given piece of equipment, as defined in AgLearn, such as Operational, On
Loan, Inoperative, Undergoing Maintenance, etc. Depending on the definition of an equipment status, equipment may not
be available for scheduling.

Equipment Type: Categories by which different types of equipment may be grouped, such as Overhead Projector, VHS
VCR, Video Monitor, etc.

Exam/Survey Obiject: A database record containing all details of an online examination or survey, including questions
and objectives, percentage grade required for passing, electronic proctoring requirements, messages displayed to Users
before and after the exam, the exam's launch method, information about usage, and other software behaviors.

External Event: A Learning Event for which there is no corresponding AgLearn Item. An example might include a
college course, or a one-time seminar.

External Exam: Any exam created with a tool other than Plateau Question Editor.
External Reports: Reports generated using third party tools, then run in AgLearn.
F

Facility: A grouping of training locations. Facilities may be buildings, plants, branch locations, or any other logical way
to group locations. The locations within a facility can share the facility's work week profile, holiday profile, equipment
inventory (for equipment assigned to a specific facility, but not to a specific location within the facility), and material
inventory.

Field Chooser: Describes the ability to add or remove columns in Search Results tables.

Force Incomplete: When checked for a curriculum, this check box requires AgLearn to calculate whether the status
should be Complete or Incomplete based on the User's latest attempt at completing the Item. If the User's latest attempt is
incomplete, the system will calculate the expiration and required dates based on the date/time of the last unsuccessful
attempt, whether or not the initial retraining period has expired.

Free-floating competency: A competency assigned to a User independent of any competency profiles or job position.
Free-floating Item: An Item assigned to a User, independent of any curriculum.

G

Gap: The difference between a required level and the User's current level for a specific competency that is included in the
User's competency profile. A negative gap indicates a learning need (e.g., the required mastery level is 4 and the User is
assessed at a level of 3; the gap is -1 and a learning need exists).

Goal: A grouping of objectives in a development plan. A goal represents a high-level development milestone toward
which a User may strive. Goals need not be realistically attainable (e.g., to become the perfect basketball player). A goal
is supported by one or more objectives, each of which should be related to achieving the goal.

Grade: A value to indicate a User's examination score for a specific learning event. Grades may be numeric or ratings-
based.

Group Instance: A collection of existing Scheduled Offerings. Group instances can be used as search criteria to help
keep groups of Users together by enrolling them in the same Scheduled Offerings as a unit. For example, an Item has
training sessions occurring simultaneously for the same Item. Each session has 2 Scheduled Offerings, but one session is
in California and one is in New York. By adding a Group Instance for each location, Users cannot be inadvertently
enrolled in one Scheduled Offering in New York, and another in California.

Grouping: A mechanism by which administrators can define how report output is displayed. For example, a User Item
Completion Report may display By User, with each completed Item appearing under headings of User names; or By Item,
with User names displayed under headings for each Item. Many standard reports grant the option to start each group on a
new page.

H

Holiday: Calendar dates defined in AgLearn when training should not be scheduled at a learning facility. When you
schedule an offering, AgLearn will not allow you to schedule the offering at a facility on a date that has been defined as a
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holiday, unless you override the default. When you schedule an offering lasting two or more days, AgLearn will skip over
any holidays unless you override the default.

Individual Development Plan (IDP): A collection of goals, objectives, and activities for a specific User. An IDP is a
defined career and professional development plan, generally developed collaboratively between a User and his/her
Supervisor. It reflects the current and future development needs for the User (employee), including both the employee’s
current position as well as desired future positions. It may include personal and professional goals. An approved IDP is
related to the User’s Learning Plan, but is broader, as it may include non-learning related activities as well.

Individual Development Plan (IDP) Template: A collection of IDP sections that may be established unique to each
agency.

Initial Period: The number of days between the assignment of a learning requirement and its required completion. Each
Item can have a default initial period that may be overridden on assignment.

Initiative: Allows executives and managers to define the goals for the Department or their respective agencies as a way of
providing employees with guidance in the creation of Individual Development Plans.

Initiative Alignment: Describes the relationship of goals among different levels in the same agency hierarchy. For
example, how the goals for APHIS-VS relate to the goals for all of APHIS.

Instructor: A human resource, defined in AgLearn, that is used to deliver learning.
Integer Pattern: Describes the default format of whole integers in an active locale.

Internationalization (I118N): The process of developing and implementing the application so it is easily adaptable to a
specific local language or set of standards.

Inventory Type: All inventory tracked in AgLearn is defined as either a Material or an Item (distinct from Learning Item,
as described below).

Item: Also referred to as Learning Item. An assignable unit of learning for which completion can be tracked and recorded.
Items can be Web-based, Instructor-Led, blended, written materials, videos, etc.

Item Pool: A selected group of Items that make up a curriculum requirement.
Item Source: Typically identifies an Item’s origin, such as developer or author, agency of ownership, etc.

Item Type: Logical groupings of learning activities useful to differentiate among potentially similar Items. Typical Item
types include course, class, certification, OJT, interview, etc. Types should be defined with reporting and information
tracking needs in mind, as the establishment of these categories can greatly increase the value of AgLearn's standard
reports to your organization.

Iteration (online exam): An attempt by a User to complete an exam. For exams and surveys created in the Exam
Definitions section, iterations can be limited to one by specifying, on the Summary tab, that the maximum number of
allowable attempts for the exam is one. Instructor or administrator intervention can be made necessary before subsequent
iterations by setting the Lock exam flags.

J

Job Location: The physical location where a User works.

Job Position: A definition or title of the employment position held by a User.
L

L10N (Localization): The process of adapting the application to a particular language (within a specific geographic and
political region), and desired local standards like date, time, currency, etc. AgLearn is an internationalized application,
developed so that localization is relatively easy to achieve.

Label: The displayed value that describes a specific entry on the User interface of the application.

Label Links: A link adjacent to a data entry field that names the field and acts as a tool to find the relevant data. Clicking
a label button opens a page through which the administrator may search for allowable values.
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Launch Method: Specify the file path (location) for online content and command line parameters (as needed) that are
used when a User launches the Content Object. There are five different launch methods: Content Player, Document Type,
AICC, Browser, and SCORM.

Learning Event: A User's completion, or attempted completion, of a Learning ltem. For example, when attendance or
participation in a Learning Item is recorded, a corresponding Learning Event is added to the User’s Learning History.
Learning Events can be either internal (based on an AgLearn Item) or external.

Learning History: A detailed listing of a User’s recorded Learning Events.
Learning Needs: Learning ltems assigned to a User's Learning Plan.
Learning Plan: A list of Items a User must complete, with target completion dates for each.

Locale: The amalgamation of a specific language’s unique syntax and patterns for numbers, date, and time specifications,
and standards for labels as well. See also Active Locale.

Localization (L10N): The process of adapting the application to a particular language (within a specific geographic and
political region), and desired local standards like date, time, currency, etc. AgLearn is an internationalized application,
developed so localization is relatively easy to achieve.

Location: A specific place within a facility where a Scheduled Offering or Segment is delivered. Locations could be
classrooms, simulators, or conference rooms. See also Location Types.

Location Type: A logical grouping of locations. Typical examples might include Classroom, In- Plant Location,
Simulator, or Auditorium. Location type data is used by AgLearn to provide a list of suitable locations when creating a
Scheduled Offering. By default, AgLearn displays only locations of the type(s) indicated as suitable, but the default can be
overridden, if necessary.

M

Master Inventory: A list of all Items and Scheduled Offerings available in your system. Catalogs are populated from the
Master Inventory.

Materials: Supplies that are used up during learning, such as pens, handouts, giveaways, etc. Commonly known as
consumables.

Maximum Assessment Rating: This field contains the maximum rating to use for competency assessments.
Maximum Registration: This indicates the maximum capacity for a Scheduled Offering.

Minimum Registration: The minimum number of enrollments required for a specific Scheduled Offering to occur. This
field is strictly informational and will not impact the Scheduled Offering.

N
Next Action Date: See Required Date.
Nominator: The person authorized to propose rater(s) to assess a User.

Notification Database Tag: A variable used in the notification templates and syntaxes, replaced at run time by context-
based data.

Notification Syntax: The notification tag definition used to perform looping. See also Notification Database Tag.

Notification Template: A pre-parsed message format that includes database tags to be populated at run time within a
defined context. The templates may have multiple syntaxes.

Numeric Grading: Allows the creation of multiple score ranges, associating each range with a completion status. Users
are assigned a completion status corresponding with their score for the Item in question. See also, Ratings-based Grading.

O

Objective Grade Value: The percentage of correct answers required for a User to have mastered (or passed) an
Obijective.
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Objectives: A statement that specifies the skills acquired by the successful completion of the learning session. Effective
objectives describe what Users must accomplish, focus their attention on critical components, guide trainers in the
development of instructional materials, and specify the knowledge and skills on which the Users are to be evaluated.

Offering: See Scheduled Offering.

Offset: The time between the end of one segment and the beginning of the next for the same Scheduled Offering. For
example, if a one-hour lunch break is to be inserted between the morning and afternoon segments of an offering, an offset
of one hour can be indicated. AgLearn will automatically calculate the appropriate start and end time, leaving the one-
hour gap for lunch.

Online Instance: The launching of an online Item for the first time. If the Item is not completed in one session,
subsequent sessions will not create a new instance. Once an Item is completed and entered in Learning History, a
subsequent launch will create a new online instance, which may also eventually become part of Learning History upon
completion.

Online Item: Any Item that is available for Users via the Internet.
Online Settings: The parameters and settings for the delivery of online content.

Organization: Any virtual entity to which a User belongs, created solely for AgLearn administrative purposes. An
Organization need not have any relationship to any actual USDA entity. The Organization entity can be used to reserve
Slots, make purchases, grant User permission to use Account Codes, and control User access to Catalogs.

Organizational Group: A grouping of organizations.
P
Pattern: A format that describes the manner in which dates, time, and numbers are displayed throughout the application.

Pattern Type: The categories into which Patterns are grouped. The four Pattern Types in AgLearn are Integer, Decimal,
Currency, and Percentage. See also Pattern.

Peer: In evaluations, a User or external person other than the User being evaluated, that User’s supervisor, or one of that
User’s subordinates.

Pending List: A virtual listing of all Users with approvals currently pending.
Percentage Pattern: Used to indicate the default format of percentages in the selected active locale. See also Pattern.

Performance Review: Used to appraise, measure, and report on an individual employee's performance during a specified
time period, such as a calendar or fiscal year.

Performance Review Process: The definition of how and when performance reviews are created and scheduled for
employees.

Performance Review Template: The definition of the format and steps involved in a performance review, and the
options available to the individuals involved.

Pool of Items: A defined group of Learning Items from which a User must select in order to satisfy a requirement.

Post-work materials: Consumables that must be sent to students and/or instructors after the completion of a Scheduled
Offering. Examples might include surveys, follow-up reading material, etc.

Pre-work materials: Consumables that must be sent to Users and/or instructors in advance of a Scheduled Offering.
Examples might include prerequisite reading material, pre-class assessment, etc.

Prerequisites: Items that must be completed before the current Item can be attempted.
Pricing Rule: The ID, description, and discount rate (percentage) for pricing Items in the Master Inventory and catalogs.

Proctor: An instructor who has been designated as an online examination monitor. Proctors are assigned proctor codes
that enable them to unlock User machines in the event of certain events or conditions, such as a failing grade on an exam.

Profit Center: Refers to the entity/account that is being credited in a commercial transaction.

Published Price: The price published for a selected Item.
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Q

Question: A single page that appears in an exam or survey, giving Users an opportunity to demonstrate their ability to
distinguish the correct answer from among a choice of possible answers.

R

Rater: A User, supervisor, subordinate, or peer tasked with evaluating a User in AgLearn.

Rater Approver: The person designated to approve the proposed rater(s) for a User.

Rating Criteria: Text descriptions for each rating label in a rating scale.

Rating Label: Text labels that describe the meaning of each integer value of a particular rating scale.

Rating Scale: A range of continuous integer values (1..n). Multiple rating scales can be defined, each with different
values for “n”. A rating scale can be associated with more than one competency.

Ratings-based Grading: Allows multiple values to be used for grading, each of which may be associated with a
completion status. Completion statuses may then be assigned based on where the User’s examination score falls in a
range. See also, Numeric Grading.

Region: An entity that describes the location of assets and Users. Regions do not need to be geographically based. If a
facility is assigned to a region, the locations, equipment, and materials associated with the facility are also placed in that
region.

Register: To place a User's name on the planned list of participants in a specific course offering.

Registration: To place a User's name on the planned list of participants in a specific Scheduled Offering.
Registration Status: The status of a User's registration. Types include: Enrolled, Waitlist, Pending, and Cancelled.
Report: Data generated in HTM, CSV, XML, or PDF from a specific query.

Request: A notification generated by a User to inform AgLearn of the User’s need or desire for specific training. A
request does not place a User in active registration or on the Waitlist for any specific instance. AgLearn may
automatically create Requests when an Item is canceled or when a Scheduled Offering is delivered with Users still on the
Waitlist who could not be accommodated.

Required Date: The date by which all Items related to the selected curriculum MUST be completed.

Requirement: An entity that allows Users to exercise flexibility when determining which training to complete to receive
credit for a curriculum, essentially creating “electives”. Examples of Requirements would be “any three Items from a pool
of five” or “twelve credit hours from a pool of six Items”. Requirements may be combined with mandatory Items and sub-
curricula in the same curriculum. See also Requirement Type.

Requirement Type: A means of categorizing Requirements. There are three Requirement Types: Number of Hours of a
Specific Credit Type, Number of Hours of a Specified Hour Type from a Pool of Items, and Number of Items from a Pool
of Items. See also Requirement.

Requirements-based Curriculum: A curriculum for which the completion status is determined by Requirements, instead
of a listing of mandatory Items. See also Requirements.

Resource: Assets needed to execute a Scheduled Offering, such as instructors, locations, equipment, etc.

Retraining Interval: The number of days that may pass between the time a User completes an Item in a Curriculum and
when the Item must be completed again. This applies only to Items that require recurring training. If a retraining interval
has been passed without completion, the Curriculum will become incomplete.

Retraining Period: Refers to the number of days between the last time a User completed an Item and when he or she
must complete it again.

Review Flag: A system-generated flag automatically created when a document is revised. The flag indicates that an Item
or curriculum related to the document has not been checked for any potential conflicts between the current information
and information that may have been added, deleted, or changed by the revision.
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Revision Date: The date of an Item’s most recent revision. A new Item’s Revision Date will be the date of origination.
Role: A combination of one or more workflows assigned to an administrator. See also Workflows.

Rule: Comprised of a Delivery Offset (Days) with a corresponding reimbursement price adjustment for the selected Item
or material.

Rule-Level Retraining Period: Provides a mechanism to specify a retraining period separate from the Item retraining
period. Selecting a rule-level retraining period overrides the Item level retraining periods for all Items associated with the
selected requirement.

Rule Template: Provides “out-of-the-box” rule templates that may be used to quickly build curriculum requirements. The
templates contain all the entities needed to create a valid requirement.

S

Schedule Block: Used to describe offerings that are not Item-based, do not appear in Catalogs, and do not have User
events recorded against them. Schedule Blocks are often used to make Users and resources unavailable on the learning
calendar, such as when equipment is undergoing maintenance, or a User is out of the office for an extended period of
time, etc.

Scheduled Offering: An Item or learning event with a scheduled date and time.

SCORM: Sharable Content Object Reference Model (SCORM). Defines a Web-based Learning Content Aggregation
Model and Run-Time Environment for learning objects. The SCORM is a collection of specifications adapted from
multiple sources to provide a comprehensive suite of e-Learning capabilities that enable interoperability, accessibility, and
reusability of Web-based learning content.

Search Page Selector Icon: A control that opens a search page where you can select an element from the database. The
element you select will fill in the corresponding field to the right of the icon.

Security Profile: Pre-defined sets of security permissions (e.g., View, Create, Modify, etc.), called security functions,
assigned to each AgLearn Administrator. Security profiles and domain privileges work together to define an
administrator’s permissions in the system.

Segment: Unit of division of an Item offering, based on duration, that facilitates variable resource scheduling. For
example, a 40-hour course can be divided into five 8-hour segments, scheduled one segment per day for five days; divided
into ten 4-hour segments, scheduled two segments per day for five days; into four 10-hour segments, scheduled one per
day for four days, etc.

Sequence Number: Indicates the order in which the User is expected to complete the Items in the curriculum. Sequence
Numbers do not apply to online Items.

Shopping Account ID: A unique ID created for individual Users and organizations to track their commercial
transactions.

Site: A server site for the system. Sites have different URLs and allow different User populations to use the system.
SKU: Stock Keeping Unit (SKU). An inventory mapping mechanism used in catalogs.

Slot: A space reserved for a specified Organization in a Scheduled Offering. Slots are considered to be filled seats, even
though the name of the User filling the seat may not yet be known.

Sorting: In a Report, allows for output to be displayed in various formats, allowing the administrator to choose which
display best suits the needs of the specific report.

Subject Area: Categories for Items and competencies used to facilitate User searches for Items in the Catalog. Subject
Areas group Items and Curricula with similar topics and/or interest groups.

Subject Area Pools: In rule-based curricula, provides the ability for a User to specify a select group of Items in a specific
subject area that are associated with a curriculum requirement.

Subordinate: All Users who have the target User as a supervisor (either immediate or indirect— e.g., supervisor of
supervisor).
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Substitute: An Item that is credited as a similar Item in AgLearn. For example, if a Curriculum requires the completion of
an Instructor-Led Basic Word Item, the Web-based version may be designated as a Substitute, allowing a User to pass the
Web-based version and receive credit for the Instructor-Led Item.

Succession Planning: Used by supervisors to evaluate an employee’s competencies against the competencies of a job
position’s incumbent, and to assign Items to help the employee achieve mastery of the competencies. It can also be used
to evaluate a group of employees to determine which employee is most qualified to replace an incumbent.

Supervisor: A User designated to oversee another User’s learning. A supervisor has the ability to log in to AgLearn
Learning on behalf of their subordinates, view subordinates’ learning information, and assign learning to them. If granted
permission by the system administrator, supervisors can also record learning events for their subordinates.

System Reports: Standard reports that come with AgLearn.
T
Target: Indicates whether the student or instructor should receive the material.

Task: A task is a discrete unit of work with a definite beginning and end, which can be performed in a relatively short
period of time, and which results in a finished product, a completed service, or a change in the work environment.

Total Hours: The number of hours of training contained in a Scheduled Offering, including non-instructional time. For
example, an Item that meets from 8am to 5pm may have eight hours spent in training (contact hours), but nine total hours,
indicating the number of hours the resources are in use; the extra hour takes into account the lunch hour.

Training Administrator: The User who creates assessment surveys and initiates the assessment processes.

U

User: Any person for whom a record has been created in the Users section of the User Management area, including
employees, contractors, and others for whom you wish to keep learning records and to register for courses.

User Hours: The length of a Scheduled Offering (the sum of the segment durations).
\Y

V-Calendar: A file that can be sent as an e-mail attachment to automatically enter appointment information on the
recipient’s calendar. The recipient must use a VVCalendar-compliant calendar program such as Microsoft Outlook,
Netscape Calendar, or others.

vCalendar: The vCalendar specification defines a format for exchanging scheduling information in AgLearn. The
vCalendar holds information about events that are normally used by group schedulers.

VLS: A file that can be sent to a person as an e-mail attachment that can automatically enter appointment information on
the recipient’s calendar. The recipient must use a VCalendar-compliant calendar program such as Microsoft Outlook,
Netscape Calendar, or others.

w
Waitlist: A list of Users trying to register for a Scheduled Offering that has already reached a maximum capacity.
Work weeks: The days of the week during which training may be scheduled at a facility.

Workflow: A combination of a function applied to an entity. An example of a workflow is “View Users” (i.e., the
function “VIEW” and the entity “USERS”. A domain restriction is applied to each workflow to restrict access to certain
data). See Domain Restriction.
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